
Time Resource Planning for Project 

Timelines 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Time Resource Planning for [Project Name] 

 

Dear [Recipient Name], 

I hope this message finds you well. As we move forward with the [Project Name], I would like to 

outline our time resource planning to ensure we stay on track with our project timelines. 

The key milestones and associated timelines are as follows: 

• Milestone 1: [Description] - Due Date: [Insert Date] 

• Milestone 2: [Description] - Due Date: [Insert Date] 

• Milestone 3: [Description] - Due Date: [Insert Date] 

I have allocated specific resources for each milestone to optimize our productivity: 

• [Resource Name] will lead [Milestone 1] 

• [Resource Name] will handle [Milestone 2] 

• [Resource Name] will oversee [Milestone 3] 

It is crucial that we adhere to this schedule to meet our project goals. Please let me know if you 

have any questions or require further adjustments. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


