
Project Start Notification 

Date: [Insert Date] 

To: [Department Heads/Team Members] 

Subject: Launch of [Project Name] 

Dear Team, 

We are excited to announce the official start of the [Project Name] project, which involves 

collaboration between the [Department A], [Department B], and [Department C]. This project 

aims to [brief description of project goals and objectives]. 

The project kickoff meeting is scheduled for [Insert Date and Time] at [Insert 

Location/Platform]. Your participation is crucial as we will discuss the project scope, timelines, 

and individual responsibilities. 

Please ensure that you review the attached project outline and come prepared with any questions 

or suggestions. 

Looking forward to your cooperation and support as we embark on this exciting journey. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


