
Subject: Request to Schedule Project Kickoff Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a meeting to kickoff our upcoming 

project, [Project Name]. As we prepare to commence the project, it is essential to align our goals 

and expectations. 

Please let me know your availability within the next week so that we can schedule a convenient 

time for all stakeholders. I believe this discussion will be pivotal in setting the tone for our work 

ahead. 

Thank you for your attention, and I look forward to your response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Your Company] 


