
Client Expectations Alignment Letter 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Address: [Insert Client Address] 

Dear [Client Name], 

Thank you for choosing [Your Company Name] as your partner in [Project/Service]. We are 

committed to delivering exceptional results and ensuring that we align our efforts with your 

expectations. 

To facilitate a smooth collaboration, we would like to outline our understanding of your 

expectations in the following areas: 

1. Project Goals 

[Briefly outline the primary objectives of the project.] 

2. Deliverables 

[List the key deliverables expected from our team.] 

3. Timeline 

[Specify the expected timeline for project milestones.] 

4. Communication 

[Outline preferred communication methods and frequency.] 

5. Budget 

[Discuss budget considerations we should be aware of.] 

We value your feedback and want to ensure our understanding is accurate. Please review the 

points above and feel free to provide any changes or additions to align with your goals. 

Thank you for your collaboration. We look forward to working together to achieve great results! 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


