Project Work Responsibilities Overview

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Overview of Project Work Responsibilities

Dear [Recipient Name],

| am writing to provide an overview of the responsibilities assigned to each member involved in
the [Project Name] project. This will help ensure clarity and accountability throughout the
project's duration.
Project Members and Responsibilities:

e [Team Member 1 Name]: [Responsibility/Task Description]

e [Team Member 2 Name]: [Responsibility/Task Description]

e [Team Member 3 Name]: [Responsibility/Task Description]
Project Timeline:
[Brief overview of the project timeline including key milestones]

Contact Information:

If you have any questions or need further clarification, please do not hesitate to contact me at
[Your Email] or [Your Phone Number].

Thank you for your cooperation.

Best Regards,

[Your Name]
[Your Position]
[Your Company/Organization]



