
Request for Project Specifications 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

To: [Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[Recipient City, State, Zip Code] 

Subject: Request for Project Specifications 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request detailed specifications for the [Project 

Name], which we are looking to commence on [Start Date]. To ensure that we align our efforts 

accurately with your requirements, we would appreciate it if you could provide the following 

information: 

• Project Scope 

• Materials and Products Specifications 

• Timeline and Milestones 

• Any Regulatory Compliance Requirements 

• Budget Considerations 

Please send the requested specifications at your earliest convenience. Should you have any 

questions or require further details, do not hesitate 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] 


