
Project Overview 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Overview for [Project Name] 

1. Project Title 

[Insert Project Title] 

2. Project Description 

[Brief description of the project, including its purpose and objectives] 

3. Project Scope 

[Details regarding the project scope, including in-scope and out-of-scope items] 

4. Key Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

5. Timeline 

[Overview of the project timeline, including major milestones] 

6. Budget Overview 

[Summary of the budget including estimated costs] 

7. Project Team 

[List of key team members and their roles] 

8. Conclusion 



[Any final notes or requests, along with contact information for questions] 

Thank you for your attention to this project overview. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


