Project Task Scope
Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Project Task Scope for [Project Name]

Introduction

This letter outlines the scope of tasks and responsibilities for the [Project Name]. Our goal is to
ensure clarity and alignment among all stakeholders involved.

Project Overview

[Brief description of the project, its objectives, and its importance.]

Scope of Tasks
e Task 1: [Description of Task 1]
e Task 2: [Description of Task 2]
e Task 3: [Description of Task 3]
e Task 4: [Description of Task 4]

Responsibilities
[List of individuals or teams responsible for each task.]

Timeline

[Overview of the project timeline, including start and end dates for tasks.]

Resources

[List of resources required to complete the project tasks.]

Conclusion

Please review the outlined tasks and responsibilities. Let us know if there are any questions or
additional input.



Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



