
Project Deliverables Review 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Review of Project Deliverables for [Project Name] 

Dear [Recipient Name], 

I hope this message finds you well. As we approach the completion of our project, I would like 

to schedule a review of the deliverables associated with [Project Name]. This review is crucial to 

ensure that all components meet the expected criteria and align with our project objectives. 

Deliverables for Review: 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

• [Additional Deliverables] 

Please let me know your availability for the review meeting. I suggest [Proposed Dates/Times], 

but I am open to other timings that may work for you. 

Thank you for your attention to this matter. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


