
Project Outline for Vendor Cross-Functional 

Team Initiative 

Date: [Insert Date] 

To: [Vendor Name]  

From: [Your Name]  

[Your Title]  

[Your Company]  

[Your Email]  

[Your Phone Number] 

Project Overview 

We are excited to launch a new initiative aimed at enhancing collaboration between our teams. 

This document outlines the key components of the project. 

Objective 

The primary goal of this initiative is to foster a cross-functional environment that leverages 

diverse skills and perspectives to optimize project outcomes. 

Key Stakeholders 

• [Your Team Name] 

• [Vendor Team Name] 

• [Other Relevant Stakeholders] 

Project Phases 

1. Initiation Phase: [Details] 

2. Planning Phase: [Details] 

3. Execution Phase: [Details] 

4. Closure Phase: [Details] 

Timeline 

[Insert a brief timeline of the project phases] 

Next Steps 



We kindly ask for your feedback on the outlined project and any additional input you may have. 

Please reply by [Insert Date]. 

Contact Information 

For any inquiries, please feel free to reach out to me directly. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 


