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	Purpose of this Template?
	The Milestone Report template is used to record the significant events in the project.  They represent the completion of a major deliverable and/or a sign-off.  
They should be considered “show stoppers”.  If not reached by the pre-determined date, it is likely that the project’s integrity will be compromised.

This template is designed to:
· List the significant events in the project.
· List the completion of major deliverables and/or sign-offs.
· Record the dates of each identified milestone.


	Who should complete it?
	· The Project Manager and/or Project Control Officer (PCO)

	What is required?
	· Scope Statement™
· Project Plan

	How do I complete it?
	Roll the mouse over each section’s and column’s title for a description of what to include.  
1. Project Name… record the name of the project.	
2. Project Manager…record the name of the individual managing the project.
3. Project Sponsor…record the name(s) of the individual(s) responsible for project approvals.
4. Report Date…record the date this template is created.
5. Milestone…identify the significant events in this project that if not reached will likely compromise the project’s timeline.  
· These should be included in the project plan as a Zero (0) duration task.
6. Why This Is a Milestone…brainstorm with the project team and record the importance of each milestone and/or the impact of not reaching each milestone.
7. Planned Date…record the date of the milestone
· This should be included in the project plan as a “Zero” duration.
8. Actual Date…record the date that the milestone is actually reached.
· This should be identified during your project teams regularly scheduled meetings.
9. Issue…identify the reasons why the planned and actual dates differ.
· Issues may lead to a Project Change Request™.
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What quality standards do I use to ensure I’ve completed this template correctly?
	· The Milestone, Why this is a Milestone and Planned Date sections are completed as soon as the project plan is completed.
· The Milestone Report and Project Plan milestone dates are in agreement.  
· No more than twice the number of milestones to the number of Scope Statement deliverables has been included.
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