
Strategic Project Overview Briefing 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Overview of [Project Name] 

Project Background 

[Brief description of the project background and objectives] 

Project Goals 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

Key Milestones 

• [Milestone 1] - [Expected Completion Date] 

• [Milestone 2] - [Expected Completion Date] 

• [Milestone 3] - [Expected Completion Date] 

Resources Required 

[Details on the resources required for the project] 

Next Steps 

[Outline next steps for the project moving forward] 

Conclusion 

[Brief concluding remarks] 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


