
Work Specifications Outline 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Work Specifications for [Project Name] 

1. Project Overview 

[Brief description of the project] 

2. Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

3. Scope of Work 

[Detailed description of the scope of work] 

4. Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

5. Timeline 

[Overview of project timeline] 

6. Roles and Responsibilities 

[List of roles and corresponding responsibilities] 

7. Budget 

[Overview of the budget] 



8. Approval 

To approve this outline, please sign below: 

______________________ [Your Name] 

Thank you for your attention to these specifications. 

Sincerely, 

[Your Name] 

[Your Position] 


