Project Schedule Outline

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Condensed Project Schedule Outline

Project Title: [Insert Project Title]

1. Project Overview
[Brief description of the project]
2. Project Phases
e Phase 1: [Phase Title] - [Start Date] to [End Date]

e Phase 2: [Phase Title] - [Start Date] to [End Date]
o Phase 3: [Phase Title] - [Start Date] to [End Date]

3. Key Milestones
1. [Milestone 1] - [Date]
2. [Milestone 2] - [Date]
3. [Milestone 3] - [Date]
4. Important Deliverables
o [Deliverable 1] - [Due Date]
e [Deliverable 2] - [Due Date]
o [Deliverable 3] - [Due Date]
5. Project Resources
[List of key resources, personnel, and budget considerations]
6. Contact Information

[Your Contact Information]

Thank you.



