
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to request the detailed timeline for the [Project 

Name] project. Understanding the key milestones and deadlines will greatly assist in our 

planning and coordination efforts.  

If possible, please provide the timeline at your earliest convenience. Your assistance in this 

matter is greatly appreciated.  

Thank you for your attention to this request. I look forward to your prompt reply.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  


