
Project Deliverables Briefing 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Deliverables Overview 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide a brief overview of the deliverables 

for the [Project Name] project. Below are the key deliverables along with their respective 

deadlines: 

Project Deliverables 

• Deliverable 1: [Description] - Due by [Due Date] 

• Deliverable 2: [Description] - Due by [Due Date] 

• Deliverable 3: [Description] - Due by [Due Date] 

Please ensure that your teams are aware of these deliverables and the associated timelines. If 

there are any questions or if further clarification is needed, do not hesitate to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


