
Project Involvement Calendar 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Involvement Calendar for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing efforts to keep all stakeholders 

informed, please find below the involvement calendar for the [Project Name]. This calendar 

outlines key dates and activities where your participation will be essential: 

Date Activity Participants 

[Date 1] [Activity 1] [Participants 1] 

[Date 2] [Activity 2] [Participants 2] 

[Date 3] [Activity 3] [Participants 3] 

Please mark your calendar accordingly. Your involvement is crucial to the success of this 

project. 

If you have any questions or require further information, please do not hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


