
Project Briefing Request 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Name] 

Subject: Request for Project Briefing 

Dear [Client Name], 

I hope this message finds you well. As we prepare to commence the [Project Name] project, I 

would like to request a briefing session to discuss the project details, objectives, and 

expectations. 

We believe that a detailed briefing will ensure that we align our efforts with your vision and 

deliver the best possible outcomes. The key topics we would like to cover include: 

• Project Goals and Objectives 

• Timeline and Milestones 

• Budget and Resources 

• Communication and Reporting Protocols 

Please let us know your available times for this session, and we will do our best to accommodate. 

We are looking forward to collaborating closely and making this project a success. 

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

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


