
Simple Job Scope Confirmation Letter

Subject: Job Responsibilities Confirmation

Dear [Recipientâ€™s Name],

This letter confirms the tasks and responsibilities assigned to you for [Project/Job]. You will be

responsible for [brief list of duties].  

Please acknowledge your acceptance by replying to this message. We appreciate your commitment

and look forward to a successful collaboration.

Sincerely,  

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/job-or-work-scope-agreement-letter


