
Engagement Letter for Stakeholder 

Alignment 

Date: [Insert Date] 

To: [Insert Stakeholder Name] 

From: [Insert Your Company Name] 

Dear [Stakeholder Name], 

We are pleased to formally engage with you regarding our upcoming project on [Project Name]. 

Our goal is to ensure that all stakeholders are aligned and informed throughout the process. 

The purpose of this engagement is to: 

• Define the project scope and objectives. 

• Identify key stakeholders and their roles. 

• Outline communication strategies and feedback processes. 

We propose the following timeline for our engagement: 

• Kick-off Meeting: [Insert Date] 

• Stakeholder Interviews: [Insert Date Range] 

• Follow-up Meeting: [Insert Date] 

We look forward to your collaboration and insights, which are crucial for the success of this 

project. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


