
Team Project Outline 

Date: [Insert Date] 

To: [Team Members' Names] 

From: [Your Name] 

Subject: Project Outline for [Project Name] 

1. Project Overview 

[Brief description of the project, its purpose, and objectives] 

2. Team Members and Roles 

• [Name] - [Role] 

• [Name] - [Role] 

• [Name] - [Role] 

3. Project Timeline 

• [Milestone 1] - [Due Date] 

• [Milestone 2] - [Due Date] 

• [Milestone 3] - [Due Date] 

4. Budget Overview 

[Provide a brief outline of the budget and resources needed] 

5. Communication Plan 

[Outline how the team will communicate (meetings, emails, etc.)] 

6. Expectations and Deliverables 

[Specify what is expected from team members and the final deliverables] 

7. Next Steps 

[Outline the immediate next steps to be taken] 



Best regards, 

[Your Name] 


