
Project Rollout Plan 

Date: [Insert Date] 

Dear [Client's Name], 

I hope this message finds you well. I am excited to share the rollout plan for the [Project Name] 

project that we have been working on together. 

Project Overview 

The goal of this project is to [Briefly Describe the Project Goals]. We have put in significant 

effort to ensure that we align with your initial objectives. 

Timeline 

• Phase 1: [Start Date] to [End Date] - [Description of Activities] 

• Phase 2: [Start Date] to [End Date] - [Description of Activities] 

• Final Review: [Date] - [Description of Activities] 

Deliverables 

At the end of the project, you will receive: 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Communication Plan 

I will keep you updated through [Weekly/Monthly] progress reports and will be available for any 

questions via email or scheduled calls. 

Next Steps 

Please let me know if you have any feedback or additional input. I am looking forward to your 

confirmation so we can begin the rollout as planned. 

Thank you for your collaboration. I am looking forward to a successful project rollout! 

Best regards, 

[Your Name] 

[Your Contact Information] 


