
Project Scope Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Scope Outline for [Project Name] 

1. Project Overview 

Provide a brief description of the project, its goals, and objectives. 

2. Project Goals 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

3. Scope of Work 

Outline the main deliverables and tasks to be completed in the project. 

4. Project Timeline 

Provide an overview of the project timeline, including key milestones. 

5. Budget Overview 

Summarize the budget allocation for the project, including resources needed. 

6. Stakeholders 

List the key stakeholders involved in the project. 

7. Approval 

Request for approval of this project scope outline. 

Thank you for your attention. I look forward to your feedback. 



Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


