Request for Digital Transformation Kickoff

Date: [Insert Date]

[Your Name]

[Your Title]

[Your Company]
[Your Email]

[Your Phone Number]

[Recipient Name]
[Recipient Title]
[Recipient Company]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request a kickoff meeting for our
digital transformation initiative. As we embark on this significant journey, it is essential that we
align our goals and establish a clear roadmap for success.

The objectives of this kickoff meeting will include:

Defining the scope and objectives of the digital transformation.
Identifying key stakeholders and their roles.

Establishing timelines and milestones.

Discussing potential challenges and solutions.

Creating a communication plan.

Could you please suggest a convenient time for this meeting within the next two weeks? |
appreciate your collaboration and look forward to our discussion.

Thank you for considering this request.
Best regards,

[Your Name]



