
Project Scope Introduction 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Introduction of New Project Scope 

 

Dear [Recipient's Name], 

I am pleased to introduce the new project scope for [Project Name]. This document outlines the 

objectives, deliverables, and overall direction of the project as we move forward. 

Project Overview 

The primary goal of this project is to [briefly describe the goal]. We aim to achieve this by 

implementing the following key strategies: 

• [Strategy 1] 

• [Strategy 2] 

• [Strategy 3] 

Deliverables 

The expected deliverables for this project include: 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

Timeline 

The projected timeline for the project is as follows: 

• Phase 1: [Start Date] to [End Date] 

• Phase 2: [Start Date] to [End Date] 

• Phase 3: [Start Date] to [End Date] 

We believe this new direction will significantly enhance our outcomes and look forward to your 

feedback and support as we embark on this journey. 



Thank you for your attention. 

 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 


