
Recruitment Timeline Outline for Project 

Teams 

Dear [Team Name/Team Members], 

We are excited to share the recruitment timeline for our upcoming project. Please find the key 

milestones outlined below: 

Recruitment Timeline 

• Week 1: Define Project Roles and Responsibilities 

• Week 2: Create Job Descriptions and Post Listings 

• Week 3: Initial Review of Applications 

• Week 4: Schedule and Conduct Interviews 

• Week 5: Final Selection Process 

• Week 6: Offer Letters and Onboarding Plans 

Please make sure to adhere to the timeline to ensure a smooth recruitment process. If you have 

any questions, feel free to reach out. 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 


