
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Project Routing for [Project Name]  

I hope this message finds you well.  

I am writing to provide the routing details for the [Project Name] as 

discussed in our previous meetings. Below are the key points for your 

review and action:  

1. **Project Overview**  

 - Brief description of the project  

 - Objectives and expected outcomes  

2. **Team Members Involved**  

 - [Name] - [Role]  

 - [Name] - [Role]  

3. **Key Milestones**  

 - [Milestone 1]: [Date]  

 - [Milestone 2]: [Date]  

4. **Required Actions**  

 - [Action 1] - [Responsible Person]  

 - [Action 2] - [Responsible Person]  

5. **Communication Plan**  

 - [Meeting Frequency]  

 - [Reporting Structure]  

Please feel free to reach out if you have any questions or require 

further clarification. Thank you for your attention to this matter.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Position]  

[Your Company] 


