
Project Deliverable Reminder 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Reminder: Upcoming Deliverable for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to remind you of the upcoming deliverable for 

the [Project Name] scheduled for [Due Date]. As per our project timeline, we expect the 

following items to be completed: 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Please ensure that all necessary documentation and materials are prepared by the due date to 

keep the project on track. If you have any questions or require assistance, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


