
Scope of Specifications Letter 

Date: [Insert Date] 

To: 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

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

outlines the key requirements and specifications that will guide the project development. 

1. Project Overview 

[Brief overview of the project and its objectives.] 

2. Specifications 

• Feature 1: [Description] 

• Feature 2: [Description] 

• Feature 3: [Description] 

3. Timeline 

[Insert project timeline or critical milestones.] 

4. Budget 

[Outline of budget considerations and funding sources.] 

We believe that this scope of specifications will facilitate the successful delivery of [Project 

Name]. We look forward to your feedback and any further discussions on this matter. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Contact Information] 


