
Client Milestone Report 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Name] 

Subject: Milestone Report - [Project Name] 

Dear [Client Name], 

We are pleased to present the milestone report for [Project Name]. Below are the key 

achievements and progress made during the reporting period: 

Milestone Achievements 

• Milestone 1: [Description] - Completed on [Date] 

• Milestone 2: [Description] - Completed on [Date] 

• Milestone 3: [Description] - In Progress, Expected completion by [Date] 

Next Steps 

• [Next Step 1] 

• [Next Step 2] 

• [Next Step 3] 

If you have any questions or require further information, please feel free to reach out. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


