
Work Deliverables Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Outline of Work Deliverables 

Project Title: [Project Name] 

1. Introduction 

[Brief introduction about the project and its objectives] 

2. Deliverables 

• Deliverable 1: [Description of the first deliverable] 

• Deliverable 2: [Description of the second deliverable] 

• Deliverable 3: [Description of the third deliverable] 

3. Timeline 

Deliverable Due Date 

Deliverable 1 [Due Date] 

Deliverable 2 [Due Date] 

Deliverable 3 [Due Date] 

4. Responsibilities 

[Outline who is responsible for each deliverable] 

5. Conclusion 

[Brief conclusion or next steps] 

Thank you for your attention. Please feel free to reach out with any questions. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


