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Project Milestones Report

How to Use this Tool:

This template has been provided as a document for communicating the baseline project plan to key stakeholders. It is developed and distributed only once the project plan has been set. Use the tool to insert the key milestones and the overall project plan to keep management and/or project sponsors informed.

The Project Milestones Report is distributed only once to communicate the baseline project plan to stakeholders. It is not the same as the weekly meeting templates that are conducted with the project team and project sponsor. It is to be distributed prior to the project kick-off meeting to establish expectations and estimated delivery timelines.

IMPORTANT NOTICE: Insert the appropriate information, such as key events, milestones, estimated delivery dates, and a copy of the project plan, if possible. Grey text has been included for additional instructions under the section headings; ensure that this text is deleted before forwarding the document throughout the organization.
	Project Milestones Report Date
	[Insert Date]


Summary of Key Dates and Timelines:

Summarize the key project start and end dates in the table below. This list should be treated like an executive summary of the project timelines, highlighting only those dates that have an impact on stakeholders. Insert or delete rows, as necessary.
	Event
	Start Date
	End Date

	Complete and finalize all project plans
	Jun 1, 2009
	Jun 17, 2009

	Project Kick-off
	Jun 19, 2009
	Jun 19, 2009

	Phase 1 release
	Jun 22, 2009
	Jul 3, 2009

	Phase 2 release
	Jul 1, 2009
	Jul 14, 2009

	Deliver Project
	Jul 15, 2009
	Jul 15, 2009


Project Breakdown:

The following Gantt chart outlines the current project plan. The schedule is mapped out according to the estimated task start and end dates.

Copy and paste the project Gantt chart from the “Project Planning and Monitoring Tool” (Tab 3) below. To do this, select and copy the desired range of cells and paste the image as an enhanced metafile. To do this select Edit > Paste Special > Enhanced Metafile
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_____________________________________________________

Info-Tech Research Group tools and template documents are provided for the free and unrestricted use of subscribers to Info-Tech Research Group services. These documents are intended to supply general information only, not specific professional or personal advice, and are not intended to be used as a substitute for any kind of professional advice. Use this document either in whole or in part as a basis and guide for document creation. To customize this document with corporate marks and titles, simply replace the Info-Tech Information in the Header and Footer fields of this document.






























