
Project Goals and Objectives 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Goals and Objectives Description 

Dear [Recipient's Name], 

I am writing to outline the goals and objectives of the [Project Name] that we are embarking on. 

Our aim is to ensure that all stakeholders have a clear understanding of our direction and targets. 

Project Goals: 

• Goal 1: [Describe Goal 1] 

• Goal 2: [Describe Goal 2] 

• Goal 3: [Describe Goal 3] 

Project Objectives: 

1. Objective 1: [Describe Objective 1] 

2. Objective 2: [Describe Objective 2] 

3. Objective 3: [Describe Objective 3] 

We believe that by focusing on these goals and objectives, we will achieve our desired outcomes. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


