
Project Initiation Letter 

Date: [Insert Date] 

To: [Stakeholders' Names] 

From: [Your Name] 

Subject: Initiation of [Project Name] 

Dear [Stakeholders' Names], 

We are pleased to inform you of the initiation of our new project, [Project Name]. This project 

aims to [briefly describe the project objectives and goals]. 

Project Overview: 

• Project Start Date: [Insert Date] 

• Project Duration: [Insert Duration] 

• Key Objectives: 

o [Objective 1] 

o [Objective 2] 

o [Objective 3] 

• Project Team: [List of key team members] 

We value your input and support as we move forward with this exciting project. We will be 

scheduling a kick-off meeting on [Insert Date] to discuss the project in greater detail and address 

any questions or concerns you may have. 

Thank you for your continued partnership. We look forward to collaborating on this project. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


