
Project Scope Definition Inquiry 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Inquiry Regarding Project Scope Definition 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out to inquire about the project scope 

definition for [Project Name]. As we move forward, it is crucial for us to have a clear 

understanding of the scope to ensure the success of our project. 

Specifically, I would like to discuss the following points: 

• Project Objectives 

• Deliverables and Milestones 

• Stakeholders involved 

• Project Timeline 

• Budget Considerations 

Could we schedule a meeting to discuss these points further? Your insights will be invaluable in 

refining our project approach. 

Thank you for your attention, and I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


