
Project Kickoff Meeting Invitation 

Dear [Contractor's Name], 

We are excited to announce the kickoff of our new project, [Project Name], and we would like to 

formally invite you to participate in our kickoff meeting. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] / [Insert Virtual Meeting Link] 

During this meeting, we will discuss the project objectives, timelines, roles, and responsibilities, 

as well as address any questions or concerns you may have. Your collaboration is vital to the 

success of this project, and we value your expertise. 

Please confirm your attendance by [RSVP Date]. We look forward to your participation and a 

successful collaboration ahead. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Contact Information] 


