
Contract Expectations for Project 

Management 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Contract Expectations for [Project Name] 

Dear [Recipient Name], 

We are pleased to confirm our agreement regarding the management of the [Project Name]. This 

letter outlines the expectations and responsibilities that both parties agree to adhere to throughout 

the duration of the project. 

Project Objectives 

1. [Objective 1] 

2. [Objective 2] 

3. [Objective 3] 

Scope of Work 

The project will include the following tasks: 

1. [Task 1] 

2. [Task 2] 

3. [Task 3] 

Timeline 

The expected timeline for the project is as follows: 

Start Date: [Insert Start Date] 

End Date: [Insert End Date] 



Communication Protocol 

Regular updates will be communicated via [insert method, e.g., email, meetings] on a 

[daily/weekly/monthly] basis. 

Performance Metrics 

The success of the project will be measured by: 

1. [Metric 1] 

2. [Metric 2] 

3. [Metric 3] 

Payment Terms 

Payment will be made according to the following schedule: 

[Insert Payment Terms] 

We look forward to a successful collaboration and achieving our project goals together. Please 

sign below to acknowledge your acceptance of these expectations. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 

 

Accepted by: 

[Recipient Name] - Signature: ___________________ Date: ___________ 


