
Project Timeline and Responsibilities 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Timeline and Responsibilities for [Project Name] 

Project Overview 

[Brief description of the project.] 

Timeline 

Milestone Start Date End Date Responsible Person 

[Milestone 1] [Start Date] [End Date] [Person 1] 

[Milestone 2] [Start Date] [End Date] [Person 2] 

[Milestone 3] [Start Date] [End Date] [Person 3] 

Responsibilities 

• [Person 1]: [Responsibilities] 

• [Person 2]: [Responsibilities] 

• [Person 3]: [Responsibilities] 

Next Steps 

[Outline any immediate actions that need to be taken.] 

Thank you for your attention to this timeline and responsibilities outline. Please do not hesitate to 

reach out if you have any questions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


