
Freelance Job Outline 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Contact: [Insert Client Contact Information] 

Project Title 

[Insert Project Title] 

Project Description 

[Provide a brief description of the project] 

Scope of Work 

• [Task 1] 

• [Task 2] 

• [Task 3] 

Timeline 

[Insert Timeline of project milestones and deadlines] 

Payment Terms 

[Insert payment structure, rates, and terms] 

Communication 

[Outline preferred communication methods and response times] 

Revision Policy 

[Detail the revision process and policies] 

Conclusion 

Thank you for the opportunity to work on this project. I look forward to collaborating! 



Sincerely,  

[Your Name]  

[Your Contact Information] 


