
Contract Milestone Update 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Update on Contract Milestones 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide you with an update on the milestones 

outlined in our contract dated [Insert Contract Date]. 

Milestone Updates 

• Milestone 1: [Description] - [Status] 

• Milestone 2: [Description] - [Status] 

• Milestone 3: [Description] - [Status] 

Please let me know if you have any questions or require further details regarding any of the 

milestones. I look forward to your feedback. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


