
Project Outline Template 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Progressive Project Outline for [Project Name] 

1. Project Overview 

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

2. Project Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

3. Key Stakeholders 

[List of key stakeholders involved in the project] 

4. Project Phases 

1. [Phase 1: Description and timeline] 

2. [Phase 2: Description and timeline] 

3. [Phase 3: Description and timeline] 

5. Budget Overview 

[Brief overview of the project's budget] 

6. Success Metrics 

[How the success of the project will be measured] 

7. Next Steps 

[Outline the immediate next steps required to advance the project] 



Thank you, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


