[insert project name]
Milestones
This template is used to capture milestones, which are key project progress indicators - usually the start or completion of a major event or deliverable.  Milestones are usually interspersed at regular intervals in the project timeline in such a way so the team can show steady progress toward completing the project. 

Why milestones are important:

Milestones report project status to (senior) management and other stakeholders.  While Project Managers are immersed in the details of the project, management needs the 20,000-foot view.  Milestone reporting is an excellent way to provide a concise high-level view of project status.  Depending on the management level and/or the individual you are reporting to, you may decide to have more or less milestones (more or less detail).
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	Milestone
	Date
	Met

	
	[Enter a description of the milestone]
	[Enter due date]
	[Yes/No]

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: Milestones are schedule elements typically depicted on the project timeline as a black diamond with zero duration.
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