
Client Engagement Summary 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Address: [Insert Client Address] 

Introduction 

Dear [Client Name], 

We appreciate the opportunity to work with you and would like to outline our engagement 

summary below. 

Scope of Engagement 

[Brief description of the services provided] 

Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Key Deliverables 

1. [Deliverable 1] 

2. [Deliverable 2] 

3. [Deliverable 3] 

Tentative Timeline 

[Insert Timeline] 

Contact Information 

If you have any questions, please feel free to contact us at: 

[Your Name] 

[Your Position] 



[Company Name] 

[Phone Number] 

[Email Address] 

Thank you for your trust in us. We look forward to a successful collaboration! 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


