
Project Scope Definition for Performance 

Metrics Establishment 

To: [Recipient's Name] 

From: [Your Name] 

Date: [Date] 

Subject: Project Scope Definition for Performance Metrics Establishment 

Dear [Recipient's Name], 

We are writing to formally define the scope of the project aimed at establishing performance 

metrics for [Project Name]. This initiative is crucial for measuring the effectiveness and 

efficiency of our operations and will align with our strategic goals. 

Project Objectives 

• Identify key performance indicators (KPIs) for various departments. 

• Establish baseline metrics to evaluate current performance levels. 

• Develop a framework for ongoing performance monitoring and reporting. 

Scope Overview 

The project will encompass the following stages: 

1. Stakeholder consultation to gather input on performance criteria. 

2. Research and analysis of industry benchmarks. 

3. Development of a comprehensive performance measurement toolkit. 

4. Implementation and training sessions for relevant staff. 

Timeline 

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

Resources Required 

We will need the following resources to ensure successful completion: 

• Access to relevant data sources. 

• Support from department heads during the consultation phase. 



• Budget for necessary tools and software. 

We appreciate your attention to this important project and look forward to your support in its 

successful execution. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 


