
Project Kickoff Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Digital Marketing Project Kickoff 

Dear [Recipient's Name], 

We are excited to officially kick off our digital marketing project aimed at enhancing [Client's 

Company Name]'s online presence and achieving your business goals. 

Project Overview: 

• Objective: [Briefly outline the project's objectives] 

• Timeline: [Provide estimated timeline] 

• Team Members: [List team members involved] 

Our first step will be to hold a kickoff meeting on [Insert Date] at [Insert Time]. During this 

meeting, we will discuss the project scope, deliverables, and any immediate questions or 

concerns. 

Please confirm your availability for the meeting and feel free to reach out if you have any 

questions before then. 

Looking forward to collaborating on this exciting project! 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


