
Project Milestones Progress Update
Project Overview

Project Name [Enter Project Name Here]

Project Manager [Enter Project Manager Name]

Reporting Date [YYYY-MM-DD]

Reporting Period [Start Date] to [End Date]

Milestone Progress Summary

Milestone Planned
Completion

Actual/Expected
Completion Status Comments

[Milestone 1
Name]

[YYYY-MM-
DD]

[YYYY-MM-DD or
TBC]

[On Track / Delayed /
Completed]

[Brief update or
issues, if any]

[Milestone 2
Name]

[YYYY-MM-
DD]

[YYYY-MM-DD or
TBC]

[On Track / Delayed /
Completed]

[Brief update or
issues, if any]

Key Risks & Issues

Description Impact Mitigation/Action

[Risk or Issue #1] [Describe impact] [Current or planned mitigation]

[Risk or Issue #2] [Describe impact] [Current or planned mitigation]

Next Steps
[Action Item 1]

[Action Item 2]

Important Notes About Progress Update Documents:
Ensure all status updates are based on verified information and latest project data.

Use concise and clear language for quick understanding by all stakeholders.

Update milestone statuses regularly to track progress and identify delays early.

Document all significant risks and actions taken to mitigate them.

This document is vital for transparent communication with team members and sponsors.
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