
Project Timeline and Milestone Expectations 

Date: [Insert Date] 

To: [Subcontractor Name] 

From: [Your Company Name] 

Subject: Project Timeline and Milestones 

Dear [Subcontractor Name], 

We are pleased to provide you with the project timeline and milestone expectations for the 

[Project Name] project. Below are the key dates and deliverables we expect from you: 

Project Timeline 

Milestone Due Date Description 

Kick-off Meeting [Insert Date] Introduction of project scope and objectives. 

Phase 1 Completion [Insert Date] Finish initial deliverables and submit for review. 

Final Deliverables [Insert Date] Submission of final project components. 

Expectations 

• Timely submissions of all deliverables as per the above timeline. 

• Regular updates on progress by [Insert Frequency]. 

• Immediate communication regarding any potential delays or issues. 

We value your collaboration on this project and are looking forward to your adherence to the 

outlined timeline and expectations. Should you have any questions, please do not hesitate to 

reach out. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


