
Project Focus and Goals Clarification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Clarification of Project Focus and Goals 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide clarification regarding the focus and 

goals of our current project, [Project Name]. As we progress, it is essential that we all align on 

our objectives to ensure our success. 

Project Focus: 

The primary focus of the project is to [insert main focus]. This will involve [briefly outline key 

activities or deliverables]. 

Goals: 

• Goal 1: [describe goal] 

• Goal 2: [describe goal] 

• Goal 3: [describe goal] 

By concentrating on these areas, we can effectively measure our progress and ensure that we 

remain on track throughout the project timeline. 

Should you have any questions or require further clarification, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


