[Sender Name]

[Sender Title]

[Company Name]

[Date]

[Client Name]

[Client Address]

[City, State, Zip Code]

Subject: Project Introduction and Initial Status Update - [Project Name/Reference Number]
Dear [Client Name],

It is a pleasure to connect with you. My name is [ Your Name], and I will be your primary point
of contact regarding [Service/Project Name] moving forward.

The purpose of this letter is to formally introduce our team and provide you with a status update
on the initial phase of our engagement. We have successfully completed the following steps:

e Account setup and administrative onboarding.
o Initial review of the documentation provided.

o Assignment of dedicated team members to your project.

Our next steps will include [Next Action Item] and [Following Action Item]. We anticipate
providing a detailed progress report by [Date].

If you have any immediate questions or require further clarification regarding our process, please
feel free to reach out to me directly at [Phone Number] or via email at [Email Address].

We look forward to a successful partnership.
Sincerely,
[Your Signature]

[Your Printed Name]
[Your Title]



