
Project Phase Schedule Validation 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to inform you that the schedule for the [Project Name] has been prepared for 

validation. The schedule covers the following phases: 

• Phase 1: [Description] - [Start Date] to [End Date] 

• Phase 2: [Description] - [Start Date] to [End Date] 

• Phase 3: [Description] - [Start Date] to [End Date] 

We kindly request your review and validation of the proposed schedule to ensure it aligns with 

our project's objectives and timelines. Your feedback is crucial for the success of this project. 

Please confirm your validation by [Insert Deadline Date], or feel free to reach out if you have 

any questions or require further information. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


