
Contractor Role Definition and Scope 

Date: [Insert Date] 

To: [Contractor's Name] 

Address: [Contractor's Address] 

Dear [Contractor's Name], 

We are pleased to outline the role and scope of responsibilities pertaining to your upcoming 

contract with [Company Name]. This document serves as a formal definition of your duties and 

expectations during the project. 

Role Overview 

Your primary role as a contractor will include: 

• Providing expert knowledge in [specific area of expertise] 

• Collaborating with the project team to ensure timely completion of deliverables 

• Ensuring compliance with all relevant regulations and standards 

Scope of Work 

The scope of work includes, but is not limited to, the following tasks: 

1. Conducting assessments and evaluations of [specific elements] 

2. Preparing and presenting reports to stakeholders 

3. Implementing solutions based on your findings 

4. Attending regular project meetings and updates 

Duration of Contract 

The contract will commence on [start date] and is expected to conclude on [end date], unless 

otherwise agreed upon. 

Compensation 

Your compensation will be structured as follows: 

• Hourly Rate: [Insert Rate] 

• Payment Terms: [Insert Payment Terms] 



We believe that your skills and experience will be invaluable to the success of this project. 

Please review the above scope and let us know if you have any questions or concerns. 

Thank you for your collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


