
Follow-Up on Project Kickoff Meeting 

Dear Team, 

Thank you all for attending the kickoff meeting for the [Project Name] project on [Date]. It was 

great to see everyone and discuss our objectives and timelines. 

Meeting Summary: 

• Objectives: [Briefly outline the objectives discussed] 

• Key Milestones: [List of key milestones] 

• Roles and Responsibilities: [Briefly outline assigned roles] 

Next Steps: 

1. [Next step 1] 

2. [Next step 2] 

3. [Next step 3] 

Please feel free to reach out if you have any questions or need clarification on any points 

discussed. 

Looking forward to our next steps together! 

Best, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


