
Stakeholder Decision Summary 

Project Title: [Project Title] 

Date: [Date] 

To: [Stakeholder Names] 

From: [Your Name/Your Position] 

Subject: Stakeholder Decision Summary for Project Approval 

Dear [Stakeholder Names], 

This letter serves as a summary of the discussions and decisions made regarding the approval of 

the [Project Title]. The following key points highlight the outcomes of our recent stakeholder 

meeting held on [Meeting Date]. 

Decision Summary: 

• Project Goals: [Brief description of project goals] 

• Budget Allocation: [Total approved budget] 

• Timeline: [Project start date to end date] 

• Key Stakeholders: [List of stakeholders involved] 

• Action Items: [List of follow-up actions required] 

We appreciate the input and commitment from all stakeholders, and we believe that this project 

will yield significant benefits for our organization. Your continued support is crucial for the 

successful execution of this initiative. 

Thank you for your contributions and collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


