
Project Outline 

Date: [Insert Date] 

To: [Team Member Names] 

From: [Your Name] 

Subject: Project Outline for [Project Name] 

Project Overview 

[Brief description of the project, its goals, and objectives.] 

Team Roles and Responsibilities 

• [Team Member 1: Role] 

• [Team Member 2: Role] 

• [Team Member 3: Role] 

Project Timeline 

[Insert phases of the project along with timelines.] 

Deliverables 

• [Description of Deliverable 1] 

• [Description of Deliverable 2] 

• [Description of Deliverable 3] 

Next Steps 

[Outline the next steps for the team to take in order to move forward with the project.] 

Contact Information 

If you have any questions, please feel free to reach out to me at [Your Email] or [Your Phone 

Number]. 

Best regards, 

[Your Name] 



[Your Position] 


