
Project Scope Expectations Outline 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Scope Expectations for [Project Name] 

1. Project Overview 

[Brief description of the project, its purpose, and objectives] 

2. Project Goals 

• [Goal 1] 

• [Goal 2] 

• [Goal 3] 

3. Deliverables 

• [Deliverable 1] 

• [Deliverable 2] 

• [Deliverable 3] 

4. Project Timeline 

[Overview of the project timeline with key milestones] 

5. Roles and Responsibilities 

• [Role 1]: [Responsibilities] 

• [Role 2]: [Responsibilities] 

• [Role 3]: [Responsibilities] 

6. Budget Considerations 

[Overview of the budget and any financial constraints] 

7. Communication Plan 



[Details on how communication will be handled throughout the project] 

8. Approval and Sign-off 

[Details on approval processes and signatures required] 

Thank you for your attention to this project scope outline. I look forward to your feedback and 

any necessary adjustments. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


