
Professional Services Agreement Summary 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Company Name] 

Subject: Summary of Professional Services Agreement 

 

Introduction 

This letter serves as a summary of our Professional Services Agreement established on 

[Agreement Date]. We aim to keep all stakeholders informed regarding the scope, deliverables, 

and responsibilities outlined in the agreement. 

Scope of Services 

The services to be provided include: 

• [Service 1] 

• [Service 2] 

• [Service 3] 

Deliverables 

The following deliverables will be provided: 

• [Deliverable 1] - Due by [Due Date] 

• [Deliverable 2] - Due by [Due Date] 

Project Timeline 

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

Responsibilities 

Responsibilities include: 

• [Your Company Name]: [Responsibility 1] 

• [Stakeholder Name]: [Responsibility 2] 



Contact Information 

If you have any questions or need further clarification, please do not hesitate to contact me at 

[Your Contact Information]. 

Thank you for your attention to this summary. We look forward to a successful partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


