
Project Management Planning Letter 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Management Planning for [Project Name] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to outline the project management planning 

process for the [Project Name]. This project aims to [briefly describe the project objective]. 

Project Overview 

[Provide a brief overview of the project, its scope, and significance.] 

Objectives 

1. [Objective 1] 

2. [Objective 2] 

3. [Objective 3] 

Project Timeline 

The anticipated timeline for this project is as follows: 

• Phase 1: [Start Date] - [End Date] 

• Phase 2: [Start Date] - [End Date] 

• Phase 3: [Start Date] - [End Date] 

Resources Required 

[Outline the resources needed including personnel, budget, and technology.] 

Next Steps 



To move forward, we will need your feedback on this plan, specifically regarding [any specific 

points]. I look forward to your input and to discussing this project further in our upcoming 

meeting on [Date]. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


