
Project Outline Request 

Date: [Insert Date] 

To: [Contractor's Name] 

[Contractor's Company Name] 

[Contractor's Address] 

[City, State, Zip Code] 

 

Dear [Contractor's Name], 

I hope this message finds you well. We are in the process of preparing for the upcoming project, 

[Project Name], and would like to request a detailed project outline from your team. 

The outline should include the following: 

• Project scope 

• Timeline and milestones 

• Budget estimates 

• Resource requirements 

• Risk assessment 

Please provide this information by [Insert Deadline]. Should you have any questions or need 

further clarification, feel free to reach out. 

Thank you for your attention to this matter. We look forward to your prompt response. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


