
Project Outline for Shared Organizational 

Goals 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Outline for [Project Title] 

Introduction 

Dear [Recipient's Name], 

In alignment with our organization's strategic objectives, I am pleased to present the outline for 

our upcoming project titled "[Project Title]." This project aims to foster collaboration and 

enhance our shared goals. 

Project Overview 

Objective: [State the main objective of the project] 

Key Stakeholders: [List of stakeholders involved] 

Timeline: [Proposed timeline for the project] 

Goals and Deliverables 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

Conclusion 

We believe that this project will significantly contribute to our shared organizational goals. 

Please review the outline and provide your feedback by [feedback deadline]. I look forward to 

your insights. 

Best Regards, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


