
Project Outline 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Project Outline for [Project Title] 

Project Overview 

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

Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Team Roles 

[Define the roles and responsibilities of each team member.] 

Timeline 

[Provide a timeline of major milestones and deadlines.] 

Resources Required 

• [Resource 1] 

• [Resource 2] 

• [Resource 3] 

Next Steps 

[Outline the immediate next steps for the team to take.] 

Conclusion 

[Recap the importance of the project and encourage collaboration.] 



Best, 

[Your Name] 


