
Project Assignment Guidelines 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Assignment Guidelines for [Project Title] 

Introduction 

This letter outlines the guidelines for the upcoming project titled [Project Title]. Please read the 

following instructions carefully to ensure the successful completion of the project. 

Project Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Project Scope 

The project will cover the following areas: 

• [Scope Item 1] 

• [Scope Item 2] 

• [Scope Item 3] 

Timeline 

The following are key dates for the project: 

• Project Kick-off: [Date] 

• First Progress Report: [Date] 

• Final Submission: [Date] 

Team Roles and Responsibilities 

The following roles have been designated for this project: 

• [Team Member 1]: [Role] 

• [Team Member 2]: [Role] 



• [Team Member 3]: [Role] 

Reporting and Communication 

Regular updates should be submitted via [Communication Method] on a [Frequency] basis. 

Conclusion 

If you have any questions regarding these guidelines, please feel free to reach out. We look 

forward to a successful collaboration on this project. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


