
Follow-Up on Payment Automation Project 

Kickoff 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on our recent kickoff meeting for 

the Payment Automation Project held on [Date]. 

As discussed, we outlined the key milestones and deliverables for the project. I wanted to 

confirm the next steps we agreed on and ensure that we are aligned on timelines and 

responsibilities. 

Please find below a summary of our action items: 

• [Action Item 1] - [Assigned To] - [Due Date] 

• [Action Item 2] - [Assigned To] - [Due Date] 

• [Action Item 3] - [Assigned To] - [Due Date] 

If there are any clarifications or additional points you think we need to address, please feel free 

to reach out. Your support is crucial for the success of this project, and I look forward to 

collaborating with you and your team. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


