# Project Milestone Tracking Template
Project Milestone Tracking Template
Project: [Project Name] Project ID: [IDEEAS-YYYY-###] Last Updated: [YYYY-MM-DD] Updated By: [Name]

Milestone Overview
	Milestone
	Target Date
	Status
	Completion Date
	Owner
	Notes

	[Milestone 1]
	[YYYY-MM-DD]
	[ ] Not Started / [ ] In Progress / [ ] Complete / [ ] Delayed
	[YYYY-MM-DD]
	[Name]
	[Brief notes]

	[Milestone 2]
	[YYYY-MM-DD]
	[ ] Not Started / [ ] In Progress / [ ] Complete / [ ] Delayed
	[YYYY-MM-DD]
	[Name]
	[Brief notes]

	[Milestone 3]
	[YYYY-MM-DD]
	[ ] Not Started / [ ] In Progress / [ ] Complete / [ ] Delayed
	[YYYY-MM-DD]
	[Name]
	[Brief notes]


Detailed Milestone Tracking
Milestone 1: [Name]
Description: [What needs to be accomplished] Target Date: [YYYY-MM-DD] Owner: [Responsible person] Status: [ ] Not Started [ ] In Progress [ ] Complete [ ] Delayed
Success Criteria: - [ ] [Specific deliverable or outcome] - [ ] [Specific deliverable or outcome] - [ ] [Specific deliverable or outcome]
Dependencies: - [What needs to be completed first] - [External dependencies]
Resources Needed: - [Personnel, equipment, data, etc.]
Progress Updates: - [Date]: [Update on progress, challenges, next steps] - [Date]: [Update on progress, challenges, next steps]
Completion Notes: [To be filled when milestone is complete - what was delivered, any deviations from plan, lessons learned]

Milestone 2: [Name]
Description: [What needs to be accomplished] Target Date: [YYYY-MM-DD] Owner: [Responsible person] Status: [ ] Not Started [ ] In Progress [ ] Complete [ ] Delayed
Success Criteria: - [ ] [Specific deliverable or outcome] - [ ] [Specific deliverable or outcome] - [ ] [Specific deliverable or outcome]
Dependencies: - [What needs to be completed first] - [External dependencies]
Resources Needed: - [Personnel, equipment, data, etc.]
Progress Updates: - [Date]: [Update on progress, challenges, next steps] - [Date]: [Update on progress, challenges, next steps]
Completion Notes: [To be filled when milestone is complete]

Milestone 3: [Name]
Description: [What needs to be accomplished] Target Date: [YYYY-MM-DD] Owner: [Responsible person] Status: [ ] Not Started [ ] In Progress [ ] Complete [ ] Delayed
Success Criteria: - [ ] [Specific deliverable or outcome] - [ ] [Specific deliverable or outcome] - [ ] [Specific deliverable or outcome]
Dependencies: - [What needs to be completed first] - [External dependencies]
Resources Needed: - [Personnel, equipment, data, etc.]
Progress Updates: - [Date]: [Update on progress, challenges, next steps] - [Date]: [Update on progress, challenges, next steps]
Completion Notes: [To be filled when milestone is complete]

Risk and Issue Tracking
Current Risks
	Risk
	Probability
	Impact
	Mitigation Strategy
	Owner
	Status

	[Risk description]
	High/Med/Low
	High/Med/Low
	[How to address]
	[Name]
	Open/Mitigated/Closed


Current Issues
	Issue
	Impact
	Resolution Plan
	Owner
	Target Resolution
	Status

	[Issue description]
	High/Med/Low
	[How to resolve]
	[Name]
	[Date]
	Open/In Progress/Resolved


Timeline Adjustments
Original Timeline
[Document the original planned timeline]
Current Timeline
[Document any changes and rationale]
Change Log
	Date
	Change
	Reason
	Approved By
	Impact

	[YYYY-MM-DD]
	[Description of change]
	[Why change was needed]
	[Name]
	[Impact on timeline/scope]


Resource Utilization
Personnel Hours
	Team Member
	Role
	Planned Hours
	Actual Hours
	Variance
	Notes

	[Name]
	[Role]
	[Hours]
	[Hours]
	[+/- Hours]
	[Comments]


Budget Tracking
	Category
	Budgeted
	Actual
	Remaining
	Notes

	Personnel
	$[Amount]
	$[Amount]
	$[Amount]
	[Comments]

	Equipment
	$[Amount]
	$[Amount]
	$[Amount]
	[Comments]

	Travel
	$[Amount]
	$[Amount]
	$[Amount]
	[Comments]

	Other
	$[Amount]
	$[Amount]
	$[Amount]
	[Comments]

	Total
	$[Amount]
	$[Amount]
	$[Amount]
	


Quality Assurance
Review Checkpoints
· [Date]: Milestone 1 review completed
· [Date]: Milestone 2 review completed
· [Date]: Milestone 3 review completed
· [Date]: Final project review completed
Quality Metrics
	Metric
	Target
	Current
	Status

	[Quality measure]
	[Target value]
	[Current value]
	On Track/At Risk/Behind


Communication Log
Stakeholder Updates
	Date
	Audience
	Method
	Key Messages
	Follow-up Needed

	[YYYY-MM-DD]
	[Who]
	[Email/Meeting/Report]
	[Summary]
	[Actions]


Team Communications
	Date
	Type
	Participants
	Key Decisions
	Action Items

	[YYYY-MM-DD]
	[Meeting type]
	[Names]
	[Decisions made]
	[Who does what by when]


Lessons Learned (Ongoing)
What’s Working Well
· [Success factor 1]
· [Success factor 2]
· [Success factor 3]
Challenges and Solutions
· Challenge: [Description] Solution: [How addressed] Outcome: [Result]
Process Improvements
· [Improvement 1]: [Description and impact]
· [Improvement 2]: [Description and impact]
Recommendations for Future Projects
· [Recommendation 1]
· [Recommendation 2]
· [Recommendation 3]

Next Review Date
Scheduled: [YYYY-MM-DD] Participants: [Names] Agenda Items: - [ ] Milestone progress review - [ ] Risk and issue assessment - [ ] Resource allocation review - [ ] Timeline adjustment (if needed) - [ ] Next period planning

Instructions for Use: 1. Update this document weekly during active project phases 2. Review and discuss in regular project meetings 3. Archive completed milestones but keep for reference 4. Use lessons learned to improve future project planning 5. Share with stakeholders as appropriate for transparency
