
Contractual Deliverables Outline 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Outline of Contractual Deliverables 

 

Dear [Recipient Name], 

We are pleased to provide you with an outline of the contractual deliverables associated with our 

agreement. Below is a summary of the key deliverables: 

Deliverables: 

• Deliverable 1: [Description of Deliverable 1] 

• Deliverable 2: [Description of Deliverable 2] 

• Deliverable 3: [Description of Deliverable 3] 

• Deliverable 4: [Description of Deliverable 4] 

Timeline: 

All deliverables are expected to be completed by [Insert Completion Date]. 

Responsibilities: 

The responsibilities for each party are outlined as follows: 

• [Your Company Name]: [List responsibilities] 

• [Recipient Company Name]: [List responsibilities] 

Acceptance Criteria: 

Each deliverable will be reviewed and accepted based on the following criteria: 

1. [Criterion 1] 

2. [Criterion 2] 

3. [Criterion 3] 

If you have any questions or require additional information, please feel free to reach out. 



Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


