
Service Specification Letter 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Company Name] 

Subject: Detailed Service Specification 

Dear [Client Name], 

We are pleased to provide you with the detailed specifications for the services we will be 

delivering as per our recent discussions. Below you will find a breakdown of the services, 

including the scope, timeline, and deliverables: 

Service Overview 

[Provide a brief overview of the services offered.] 

Scope of Services 

• [Service 1 Description] 

• [Service 2 Description] 

• [Service 3 Description] 

Timeline 

The estimated timeline for the delivery of services is as follows: 

• [Milestone 1: Description and Date] 

• [Milestone 2: Description and Date] 

• [Milestone 3: Description and Date] 

Deliverables 

Upon completion of the services, the following deliverables will be provided: 

• [Deliverable 1 Description] 

• [Deliverable 2 Description] 

• [Deliverable 3 Description] 

Terms and Conditions 



[Briefly outline any terms and conditions associated with the services offered.] 

Thank you for considering [Your Company Name] for your service needs. We look forward to 

working with you and are confident that we will meet your expectations. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


