
SOP: Progress Tracking and Milestone Review
Procedures
This SOP details the progress tracking and milestone review procedures, outlining methods for monitoring project
progress, setting and evaluating milestones, scheduling regular review meetings, documenting achievements and setbacks, and
adjusting plans based on performance data. The goal is to ensure timely completion of project objectives, maintain
accountability, and facilitate continuous improvement through systematic assessment of progress against established targets.

1. Purpose

To outline standardized procedures for tracking project progress, establishing and reviewing milestones, scheduling regular
review meetings, and documenting project performance, ensuring projects remain on schedule and within scope.

2. Scope

This SOP applies to all project managers, team leads, and stakeholders involved in ongoing projects within the organization.

3. Definitions

Term Definition

Milestone A significant event or achievement in a project's timeline, used to measure progress.

Progress Tracking Methods and tools used to evaluate ongoing project activities against the plan.

Review Meeting Scheduled discussion to assess milestone achievements, setbacks, and plan adjustments.

4. Responsibilities

Project Manager: Oversee progress tracking, plan review meetings, ensure documentation.
Project Team: Report updates, participate in reviews, provide feedback on performance and setbacks.
Stakeholders: Review milestone reports, provide input, and approve adjustments as needed.

5. Procedure

1. Set Milestones
Define clear, measurable milestones in project plan before initiation.
Assign responsibility and target completion date for each milestone.

2. Track Progress
Utilize project management software or progress tracking tools (e.g., Gantt charts, dashboards).
Update progress data weekly or as defined by the project timeline.
Maintain centralized log of achievements and setbacks.

3. Conduct Milestone Reviews
Schedule regular review meetings (minimum monthly, or as appropriate).
Distribute milestone status reports before each meeting.
Review completed, pending, or delayed milestones.
Discuss blockers, resource constraints, or risks impacting progress.



4. Document Outcomes
Record meeting minutes, decisions, and action items.
Update centralized project file with revised plans, if necessary.
Communicate changes and next steps to all team members and stakeholders.

5. Adjust Plans
Analyze performance data to identify trends, bottlenecks, and improvement areas.
Revise timelines, resources, or deliverables as agreed during review meetings.
Document all changes and obtain necessary approvals.

6. Records and Documentation

Milestone Plan Document
Progress Tracking Logs
Meeting Agendas and Minutes
Performance Review Reports
Change Requests and Approvals

7. Continuous Improvement

At project closure, evaluate overall effectiveness of progress tracking and milestone review procedures. Solicit feedback from
team and stakeholders to identify process improvements. Update this SOP as needed.

8. Revision History

Date Version Description Author

2024-06-18 1.0 Initial version [Your Name]
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