
Official Communication: Contract Milestone 

Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Contract Milestones 

Dear [Recipient's Name], 

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

milestones outlined in our contract dated [Insert Contract Date]. 

Milestone Overview 

• Milestone 1: [Description] - Status: [Completed/In Progress/Delayed] 

• Milestone 2: [Description] - Status: [Completed/In Progress/Delayed] 

• Milestone 3: [Description] - Status: [Completed/In Progress/Delayed] 

Next Steps 

We will continue to monitor the progress and will keep you updated on any changes. Please feel 

free to reach out if you have any questions or if further clarification is needed. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


