
Project Scope Objectives Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Review of Project Scope Objectives 

Dear [Recipient's Name], 

I hope this message finds you well. As we progress with the [Project Name], I would like to take 

the opportunity to review our project scope objectives to ensure alignment and clarity moving 

forward. 

Project Objectives: 

• Objective 1: [Describe Objective 1] 

• Objective 2: [Describe Objective 2] 

• Objective 3: [Describe Objective 3] 

Current Status: 

[Briefly describe the current status of the project, any milestones achieved, and challenges 

faced.] 

Next Steps: 

[Outline the next steps based on the review of objectives. Include any actions needed from the 

recipient.] 

Please let me know your thoughts or if you would like to schedule a meeting for further 

discussion. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


