
Extended Project Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Extended Project Plan for [Project Name] 

 

Dear [Recipient's Name], 

 

I am writing to present the extended project plan for [Project Name]. This plan outlines the 

objectives, scope, timeline, and resources necessary to achieve successful project completion. 

1. Project Objectives 

[Detail the objectives of the project] 

2. Project Scope 

[Define the scope of the project, including key deliverables] 

3. Timeline 

[Provide a timeline with key milestones] 

4. Resources Required 

[List the resources required, including personnel, budget, and tools] 

5. Risks and Mitigation Strategies 

[Identify potential risks and how they will be mitigated] 

 

I look forward to discussing this extended project plan further and welcome any feedback or 

suggestions you may have. 



 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


