
[Your Company Letterhead]  

[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 our new 

client and are committed to providing you with exceptional service.  

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

company's mission, values, or services]. We are excited to embark on this 

journey with you and look forward to understanding your needs better.  

To ensure a smooth start, we would like to schedule a kickoff meeting 

with you. This will give us the opportunity to discuss your goals and how 

we can assist you in achieving them. Please let us know your availability 

for the upcoming week.  

If you have any questions or require assistance, feel free to reach out 

to us at [your contact information].  

Thank you once again for choosing [Your Company Name]. We are excited 

about the possibilities ahead!  

Best regards,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


