DATE

COMPANY

ADDRESS

ADDRESS

CITY, STATE, ZIP

Dear (NAME),

The purpose of this letter is to (1) verify that we intend to pursue the (NAME OF PROJECT) project that we discussed with you on our recent visit, (2) explain our understanding of the tasks that we expect to accomplish, and (3) advise you of the information and material that we will need to complete these tasks.  We are required to bring to your attention the following statement concerning the nature of the consulting engagement that we are embarking upon:

“This program is made possible by the William G. Rohrer College of Business at Rowan University.  The report that you will receive should not be interpreted as the official position of Rowan University.  Rather, it will contain views and opinions of the student team based on discussions, observations, investigations, and analysis of your firm’s operations and its business environment.”

Based on our meeting with you on (DATE), we intend to accomplish the following tasks:

1. TASK 1 (DATE of COMPLETION)
2. TASK 2 (DATE of COMPLETION)
3. TASK 3 (DATE of COMPLETION)
We expect to generate useful recommendations by completing the above tasks.  We believe that these recommendations can and will be of assistance to you in improving the effectiveness of the firm.  Whereas additional tasks may be undertaken (time allowing), our emphasis will be on completing the tasks listed above.  Our goal is to provide a final written report and presentation by (DATE).
In order to accomplish the tasks outlined above, we will need the following:

1. ITEM 1

2. ITEM 2

3. ITEM 3

Your assistance in providing access to these sources and information is appreciated.  Please inform us if you have any questions concerning our interpretation of the work to be accomplished.  Thank you for giving us this opportunity to apply our knowledge and skills in assisting your company.  We are looking forward to an interesting and challenging engagement.

Sincerely,

________________________________________

Consultant

________________________________________

Consultant

________________________________________

Consultant

________________________________________

Consultant

________________________________________

Professor, William G. Rohrer College of Business

________________________________________

Client Signature/Acceptance

