
Project Kickoff Acknowledgment 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Acknowledgment of Project Kickoff 

 

Dear [Recipient's Name], 

I would like to formally acknowledge the kickoff of the [Project Name] project that took place 

on [Kickoff Date]. We are excited to collaborate with you and your team on this important 

initiative. 

As discussed, the project aims to [Brief Description of Project Objectives]. We anticipate that 

this project will not only meet but exceed our expectations. 

Please find attached the meeting notes and action items discussed during the kickoff meeting for 

your reference. 

Thank you for your commitment and enthusiasm. Looking forward to a productive collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


