
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: IT Project Milestones Outline  

I hope this message finds you well. As we move forward with the [Project 

Name], I would like to outline the key milestones we will be focusing on 

during this project.  

**Project Milestones:**  

1. **Milestone 1: Project Kickoff**  

 - Date: [Date]  

 - Description: Initial meeting to discuss project scope and objectives.  

2. **Milestone 2: Requirements Gathering Completed**  

 - Date: [Date]  

 - Description: Finalize and approve the requirements documentation.  

3. **Milestone 3: Design Phase Completion**  

 - Date: [Date]  

 - Description: Submit design documents for stakeholder review and 

approval.  

4. **Milestone 4: Development Phase Completion**  

 - Date: [Date]  

 - Description: Complete all coding and unit testing.  

5. **Milestone 5: User Acceptance Testing (UAT) Started**  

 - Date: [Date]  

 - Description: Begin UAT with designated users for feedback.  

6. **Milestone 6: Project Go-Live**  

 - Date: [Date]  

 - Description: Official launch of the project to all users.  

7. **Milestone 7: Post-Implementation Review**  

 - Date: [Date]  

 - Description: Review the project outcomes and gather feedback for 

continuous improvement.  

I appreciate your support and collaboration as we work towards these 

milestones. Please feel free to reach out if you have any questions or 

require further clarification.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


