Product Specification Checklist

Date: [Insert Date]

To: [Project Manager's Name]

From: [Your Name / Your Position]

Subject: Product Specification Checklist for [Project Name]
Dear [Project Manager's Name],

Please find below the product specification checklist designed to streamline our project
development process:

Product Specification Checklist

Product Name: [Insert Product Name]
Description: [Brief Description]
Target Audience: [Define Target Audience]
Core Features:

o [Feature 1]

o [Feature 2]

o [Feature 3]
e Technical Requirements:

o [Requirement 1]

o [Requirement 2]
Compliance Standards: [Applicable Standards]
Timeline: [Insert Timeline]
Budget: [Estimated Budget]
Risk Assessment: [Potential Risks]

Please review the checklist and provide any feedback or additional specifications by [Insert
Deadline]. Your input is vital to ensuring the project's success.

Thank you for your attention to this matter.

Best regards,

[Your Name]

[Your Position]

[Your Contact Information]



