Missing Milestone Guidance
The following “missing milestones” guidance was established by students in the Scottsdale, Arizona Managing Multiple Projects course of November 2010.  Their goal was to come up with a process that would minimize or eliminate the number and magnitude of missed milestones by the various team members on the multiple projects under their control. Unlike some of the other tools generated by the students, this guidance is directly intended for the team members exclusively. 
Team members should be told early and uniformly that: 
If any deadline, milestone or deliverable appears to be in danger of being missed: 

1. Notify the project manager by identifying—

a. The project ID and task

b. The original due date

c. The reason behind the departure from the planned due date

d. The new anticipated date (if known)

2. Anticipate a higher level of reporting to be required, as the project manager will re-evaluate the frequency of schedule reviews.

