
Project Onboarding Letter 

Dear [Client's Name], 

Thank you for choosing me for your SEO project! I am excited to get started and help improve 

your online visibility. Below is a brief outline of our onboarding process: 

Project Overview 

Project Name: [Project Name] 

Start Date: [Start Date] 

Duration: [Estimated Duration] 

Goals and Objectives 

1. Increase organic traffic by [specific percentage]. 

2. Improve keyword rankings for [specific keywords]. 

3. Enhance website usability and engagement. 

Next Steps 

1. Schedule a kickoff call. 

2. Provide access to your website analytics. 

3. Share any relevant documentation about your brand. 

Contact Information 

If you have any questions or concerns, feel free to reach me at: 

• Email: [Your Email] 

• Phone: [Your Phone Number] 

Looking forward to working together! 

Best regards, 

[Your Name] 

[Your Title/Company Name] 


