From: _______________
Sent: ______________________ 
To: 
Subject: Internal Consulting workshop October 18-19

Hello ________________,

Based on the conversations we have had about __________________________ I am providing you with an overview of my understanding of this work, and an estimate for ______________ associated with this project.  At this point, here is my understanding of the services we will be providing:

Since we have only had one discussion about this project, it is possible, even likely, that you may not share some of my assumptions.  The purpose for offering them at this time is to see if you agree with them, and if you have a different perspective, this provides a framework to discuss and clarify.  Changes in these assumptions may change the details of the work that I am providing.

When we meet next week, we should clarify these assumptions, and based on new information we can try to be more specific if that is necessary.  

 
Project Assumptions:
 

Please let me know if you need additional information, or if I have not captured the situation accurately.
 

I look forward to working with you on this project and thank you for extending this opportunity to____________________.
