
Acceptance Letter 

Date: [Insert Date] 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that your proposal to participate in the [Project Name] has been 

accepted. Your expertise and insights are invaluable to us, and we believe your contribution will 

enhance the success of this project. 

The project is scheduled to commence on [Start Date] and will conclude on [End Date]. We 

request your presence at the kickoff meeting on [Kickoff Meeting Date] at [Meeting 

Location/Platform]. 

Thank you for your willingness to collaborate with us. We look forward to working together to 

achieve great results. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Company/Organization Name]  

[Your Contact Information] 


