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1. PURPOSE 

Milestone is used to divide a project, service, or contract into measurable stages or achievements. It 

helps to track and monitor project progress. It controls project billing and payment based on completed 

milestones rather than full project completion. 

 

2. SCOPE 

The scope of milestones covers planning, execution, monitoring, and invoicing activities related to 

projects or services. 

a. Project Planning 

• Divide projects into phases or targets  

• Assign deadlines and responsibilities  

b. Task and Progress Monitoring 

• Link milestones to project tasks  

• Track completion percentage and status  

c. Sales Order Integration 

• Connect milestones to sales orders for service contracts  

• Define milestone-based billing terms  

d. Invoicing 

• Generate invoices when milestones are achieved  

• Support partial or staged payments  

e. Customer Deliverables 

• Manage acceptance and approval of completed work stages  

f. Reporting and Analytics 

• Monitor project timelines  

• Analyze project performance and delays 

 

3. RESPONSIBILITIES 

    Example:                        Role              Responsibility 

Accountant Recording, monitoring, reporting 

Finance Manager Review and approval 

Project Manager Submission of billing and cost data 

Admin/Other Departments Submission of supporting documents 

 

 

  



 

CONFIDENTIAL: This document contains proprietary and confidential information of Arky Construction & Supply. Any 

unauthorized review, use, disclosure, or distribution is prohibited and may be unlawful. 

 

Pinamarbuhan Mobo, Masbate 

Philippines, 5401 

333-1258 / +63 9998882759 

info@arkyconstruct.com 

https://arkyconstruction.ph 

 

 

 

 

 

4. PROCEDURES 

 

Step 1. Go to “Sales Module” 

 
 

Step 2. Search the Sales Order Number on the search box below (e.g. S00542). 
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Step 3. Click the Sales Order you’ve searched. 

 
 

Step 4. Click “Milestone”. 

 
 

Step 5. Click “Filter Record”. 

 
 

Step 6. Tick the “Quantity”. 
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Step 7. Input the amount of quantity to be received. (Ex. 3,000,000) 

 
 

Note: Quantity in percentage will be automatically computed.  

 

Step 8. Tick the box below reached. 

 
 

Step 9. Click “View Sales Order” 

 
 

Step 10. Then the input quantity will be viewed under delivered quantity. 
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Step 11. Click “Create Invoice”. 

 
 

Step 12. Choose “Regular Invoice”. 

 
 

5. RECORDS 
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6. RISKS & CONTROLS 

 

Risk 
Possible Effect Control / Mitigation 

 


