
Project Timeline Review Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Timeline Review 

Project Overview 

[Brief description of the project] 

Timeline Summary 

Phase Start Date End Date Status 

[Phase 1] [Start Date] [End Date] [Status] 

[Phase 2] [Start Date] [End Date] [Status] 

Current Progress 

[Detailed summary of the current progress, any delays, and reasons] 

Next Steps 

[Outline the next steps required to keep the project on track] 

Closing Remarks 

Thank you for your attention to this timeline review. Please feel free to reach out with any 

questions or feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


