
Project Timeline Notification 

Dear [Recipient's Name], 

We are writing to inform you about the updated timeline for the [Project Name]. Below are the 

key milestones: 

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

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

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

Please ensure that all tasks are aligned with this timeline. Should you have any questions or 

concerns, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


