
Project Kickoff Letter 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Project Kickoff for BPO Collaboration 

Dear [Recipient Name], 

We are excited to announce the kickoff of our upcoming project in collaboration with [BPO 

Company Name]. This initiative aims to streamline our processes and enhance service delivery 

to our clients. 

The kickoff meeting is scheduled for [Insert Date and Time] at [Insert Location/Platform]. 

During this meeting, we will discuss project objectives, roles, responsibilities, and timelines. 

Your participation is crucial for the successful start of this collaboration. 

We look forward to your insights and contributions as we embark on this journey together. 

Thank you, and see you soon! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


