
Scope of Work Submission 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Submission of Scope of Work for [Project Name] 

Project Overview 

[Brief description of the project and its objectives] 

Scope of Work 

• [Task 1] 

• [Task 2] 

• [Task 3] 

Timeline 

[Estimated start and completion dates] 

Budget 

[Total project cost or pricing structure] 

Terms and Conditions 

[Any relevant terms and conditions] 

Acceptance 

Please sign below to indicate your acceptance of the scope of work. 

______________________ 

[Client's Name] 

Contact Information 



If you have any questions, please feel free to reach out to me at [Your Email] or [Your Phone 

Number]. 

Thank you for the opportunity to work on this project! 

Sincerely, 

[Your Name] 


