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To: [Recipient Name] 

From: [Your Name] 

Subject: Outline of Consultancy Objectives 

1. Introduction 

This document outlines the primary objectives of the internal consultancy project aimed at 

enhancing operational efficiency within [Department/Team Name]. 

2. Objectives 

• Objective 1: Evaluate current processes and identify areas for improvement. 

• Objective 2: Develop and implement strategies to increase productivity. 

• Objective 3: Foster collaboration among team members to leverage diverse expertise. 

• Objective 4: Provide training and resources to support transition to new processes. 

• Objective 5: Measure project impact through key performance metrics. 

3. Timeline 

The project is anticipated to commence on [Start Date] and conclude by [End Date]. 

4. Conclusion 

We believe that accomplishing these objectives will significantly enhance our operational 

capabilities and contribute to the overall success of [Company/Organization Name]. 

5. Next Steps 

Please review this outline, and I look forward to your feedback and approval to proceed with the 

project. 

Best Regards, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


