
Kickoff Communication for Consultancy 

Services 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Project Kickoff - [Project Name] 

Dear [Client's Name], 

We are excited to officially kick off the consultancy project for [Project Name]. We appreciate 

the opportunity to collaborate with you and your team, and we are committed to delivering 

exceptional results. 

As a brief overview, our objectives include: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

Our project timeline is as follows: 

• Kickoff Meeting: [Date] 

• Phase 1 Completion: [Date] 

• Final Delivery: [Date] 

We propose to hold our kickoff meeting on [Proposed Date] at [Proposed Time]. Please let us 

know your availability or if there are any changes needed. 

Thank you once again for this opportunity. We look forward to a successful partnership. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


