
Project Expectations Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Expectations Summary for [Project Name] 

Introduction 

This document outlines the expectations for the [Project Name], including objectives, 

deliverables, and timelines. 

Project Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Deliverables 

• [Deliverable 1] - Due by [Date] 

• [Deliverable 2] - Due by [Date] 

• [Deliverable 3] - Due by [Date] 

Timeline 

The project is expected to start on [Start Date] and conclude by [End Date]. Key milestones 

include: 

• [Milestone 1] - [Date] 

• [Milestone 2] - [Date] 

• [Milestone 3] - [Date] 

Communication 

Regular updates will be provided through [Communication Method], and key stakeholders are 

encouraged to provide feedback at each stage of the project. 

Conclusion 



Please review the expectations outlined in this document and confirm your agreement. If you 

have any questions, feel free to reach out. 

Thank you, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


