
Project Plan Agreement 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Subject: Project Plan for [Project Name] 

Dear [Recipient's Name], 

We are pleased to submit our project plan for [Project Name] which we believe will meet the 

needs outlined in the initial proposal. 

Project Overview 

[Brief description of the project and its objectives] 

Project Scope 

[Detailed scope of the project, including key deliverables and milestones] 

Timeline 

[Project start date] to [Project end date] with key milestones rounded as follows: 

• [Milestone 1 - Date] 

• [Milestone 2 - Date] 

• [Milestone 3 - Date] 

Budget 

The total budget proposed for this project is [Total Budget], covering all project phases and 

deliverables. 

Approval 

We look forward to your acceptance of this project plan and are excited about the opportunity to 

work together. Please sign and return this agreement to initiate the project. 



Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


