
Welcome to [Your Company Name] 

Dear [Client's Name], 

We are excited to have you onboard as our newest client! This letter serves as an overview of our 

engagement and what you can expect moving forward. 

Overview of Services 

At [Your Company Name], we specialize in [briefly describe services]. Our commitment is to 

provide you with exceptional service and support throughout our partnership. 

Engagement Objectives 

During our engagement, we aim to achieve the following objectives: 

• Objective 1: [Brief description] 

• Objective 2: [Brief description] 

• Objective 3: [Brief description] 

Key Contacts 

Your primary contact for this engagement will be [Contact Name], [Contact Title]. You can 

reach them at [Contact Email] or [Contact Phone Number]. 

Next Steps 

We will schedule an initial meeting to discuss the project scope and timelines. Please let us know 

your availability for the coming week. 

Thank you for choosing [Your Company Name]. We look forward to a successful partnership! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Phone Number] 

[Your Company Website] 


