
Project Milestone Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I am pleased to confirm that we have successfully achieved the following milestone for the 

[Project Name]: 

• Milestone Title: [Milestone Title] 

• Completion Date: [Completion Date] 

• Description: [Brief description of the milestone] 

This milestone demonstrates our commitment to the project and enhances our progress towards 

achieving the overall objectives. We appreciate the collaboration and support provided by your 

team throughout this phase. 

Please feel free to reach out if you have any questions or need further information. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Your Contact Information] 


