
Project Specifications Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. We are in the process of initiating a new project titled 

"[Project Title]" and would like to request detailed specifications to ensure we meet all necessary 

requirements. 

We are particularly interested in the following aspects: 

• Project Objectives 

• Scope of Work 

• Timeline and Milestones 

• Budgetary Constraints 

• Required Resources 

Please send the specifications by [Insert Due Date], so we can proceed smoothly. If you need any 

further information, feel free to reach out. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


