Client Engagement Summary

Date: [Insert Date]
To: [Client Name]
From: [Your Name]

Subject: Summary of Engagement

Overview

Dear [Client Name],

We appreciate the opportunity to work with you. This summary outlines our key interactions and
the progress made during our engagement.

Engagement Objectives
o [Objective 1]

o [Objective 2]
o [Obijective 3]

Key Activities
o [Activity 1]
o [Activity 2]
o [Activity 3]

Results Achieved

[Describe the results and impact of your work]

Next Steps

[Outline any agreed-upon next steps with timelines]

Thank You

We look forward to continuing our partnership. Please feel free to reach out with any questions
or thoughts.



Sincerely,

[Your Name]
[Your Title]
[Your Company]



