
Project Launch Briefing 

Date: [Insert Date] 

To: [Contractor's Name] 

From: [Your Name] 

Subject: Project Launch Briefing for [Project Name] 

Dear [Contractor's Name], 

We are pleased to announce the official launch of the [Project Name] scheduled to commence on 

[Start Date]. This project aims to [Briefly state project objectives]. We appreciate your 

partnership and commitment to bringing this project to fruition. 

Project Overview 

[Brief description of the project, scope, and goals] 

Key Dates 

• Project Start Date: [Start Date] 

• Key Milestones: [List important milestones] 

• Projected End Date: [End Date] 

Project Team 

The following individuals will be key contacts for this project: 

• [Your Name] - [Your Position] 

• [Project Manager's Name] - [Project Manager's Position] 

• [Other Key Personnel] 

Next Steps 

Please confirm your availability for a preliminary meeting scheduled for [Meeting Date and 

Time] to discuss project details in depth and address any questions. 

Thank you for your commitment and collaboration. We look forward to a successful project and 

a strong working relationship. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


