
[Your Company Logo]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Company Name]  

[Client's Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

Welcome to [Your Company Name]! We are thrilled to have you as part of 

our family. Your decision to partner with us marks the beginning of an 

exciting journey, and we are dedicated to providing you with outstanding 

service and support every step of the way.  

At [Your Company Name], we pride ourselves on [briefly mention your core 

values or mission - e.g., delivering innovative solutions, excellent 

customer service, etc.]. Our team is here to ensure that you have 

everything you need to achieve your goals and to make this partnership a 

successful one.  

To get started, we invite you to [mention any next steps, resources, or 

contacts, such as scheduling a kickoff meeting, providing a welcome kit, 

or accessing an online portal]. Please feel free to reach out to your 

dedicated account manager, [Account Manager's Name], at [Account 

Manager's Email] or [Account Manager's Phone Number] with any questions 

or concerns you may have.  

Once again, welcome aboard! We look forward to working with you and 

achieving great things together.  

Warm regards,  

[Your Name]  

[Your Title]  

[Your Company Name] 


