
[Your Company Letterhead]  

[Date]  

[Client's Name]  

[Client's Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

Subject: Engagement for [Service/Project Name]  

We are excited to have the opportunity to engage with you on [briefly 

describe the purpose of the engagement]. We believe that this 

collaboration will bring significant value to [Client's Company Name] and 

help achieve [specific goals or outcomes].  

In this engagement, we will focus on [outline the key objectives and 

deliverables]. Our team is committed to providing you with the highest 

level of service and expertise throughout this process.  

To kick off our partnership, we would like to schedule a meeting to 

discuss [specific topics or agenda] and answer any questions you may 

have. Please let us know your availability, and we will do our best to 

accommodate.  

Thank you for trusting us with this opportunity. We look forward to 

working closely with you.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


