
Dear [Vendor Name], 

We are excited to announce the kickoff of our collaborative branding project, and we are thrilled 

to have you on board as our valued partner. 

This project aims to enhance our brand presence and create a unified identity that resonates with 

our target audience. Together, we will leverage our unique strengths to achieve our shared goals. 

Kickoff Meeting Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location or Video Conference Link] 

During the meeting, we will discuss the project objectives, timelines, and deliverables, as well as 

outline the roles and responsibilities of each team member. 

Please confirm your availability for the kickoff meeting by [Insert Response Deadline]. We look 

forward to your valuable insights and contributions to make this project a success. 

Thank you for being an essential part of this journey. Should you have any questions, please do 

not hesitate to reach out. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


