
Scope of Services 

Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We are pleased to present the scope of services for [Project Name]. This document outlines the 

services we will provide to ensure the successful completion of the project. 

Scope of Services 

• [Service 1 Description] 

• [Service 2 Description] 

• [Service 3 Description] 

• [Service 4 Description] 

Duration 

The services will commence on [Start Date] and are expected to be completed by [End Date]. 

Fees 

The total fee for the outlined services will be [Total Fee]. A detailed breakdown is attached for 

your reference. 

Acceptance 

Please review the scope of services outlined above. If everything is agreeable, kindly sign below 

and return a copy to us. 

Thank you for choosing [Your Company Name]. We look forward to working together. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Phone Number] 

[Email Address] 

Accepted by: 

[Client's Name] 

Signature: _______________________ Date: _______________ 


