
Project Strategy Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Strategy Outline for [Project Name] 

Dear [Recipient's Name], 

I am writing to share the outline of our project strategy for [Project Name]. This document 

outlines the key objectives, timelines, and action items we foresee as essential for the successful 

execution of the project. 

1. Project Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

2. Key Milestones 

• [Milestone 1] - [Date] 

• [Milestone 2] - [Date] 

• [Milestone 3] - [Date] 

3. Action Items 

• [Action Item 1] - [Responsible Person] 

• [Action Item 2] - [Responsible Person] 

• [Action Item 3] - [Responsible Person] 

Please review the attached outline and provide any feedback you may have. I look forward to 

your thoughts and to collaborating on this exciting project. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


