
Email Templates:  

Four Emails You Should Send 
In Every Project 

 
 
 
Hi! Thanks for downloading my email templates! This is a 
collection of four kinds of emails you will always need in a project, 
no matter what field you are in. You can see how I usually word 
my emails. I put a lot of effort into praising people for their 
contributions, and this is probably one reason why people love 
working with me. 
 
I hope you find the templates valuable, and you’ll get some ideas 
for further improving your communication. 
 
Adrian 
 
Former Senior IT Project Manager and Founder of Tactical Project Manager 
 
Connect with me on LinkedIn: https://www.linkedin.com/in/adrianneu/ 
 
Check out my resources for project leaders: 
https://www.tacticalprojectmanager.com/resources/ 
 
--- 
 

Email #1: Kick-off invitation 

 

Dear team, 
 
Over the past weeks, we have worked hard on setting up the ERP 
Implementation Project. A long-awaited project that will help to speed up 
processes and simplify work in all areas, and ultimately make Walter Tools 
even more successful! 
 

Adrian Neumeyer 

https://www.linkedin.com/in/adrianneu/
https://www.tacticalprojectmanager.com/resources/


With the project fully planned out from A-Z, we are now ready to officially start 
the project. We therefore would like to invite you to the project kickoff meeting 
where you will be given a full overview of the project. 
 
Here is what we will cover in the kickoff: 
 

• Project overview: What exactly is the goal of the project? What were 
the reasons for starting it? And what changes will the new system bring 
about? We’ll give you the background so that you can see the big 
picture. 

 

• Project schedule: We will walk you through the entire schedule so that 
you know exactly the steps involved and the timing of activities. This 
way you are able to plan ahead. 

 

• Project organization: You will get to meet the entire project team. 
Take this opportunity to meet the amazing people you will be working 
with for the next few months! 

 

• Roles and responsibilities: We will explain in detail all roles and the 
specific responsibilities of each team member. This is to ensure all of 
you have clarity on your part. We will also communicate to you the 
expectations from the project management team and the CEO. 

 

• Q & A: We want to make sure you have all the information you need to 
be an effective contributor to the project. Therefore we have set aside 
some time to answer any questions you might have. 

 
The kickoff is a very important meeting, because it will give you clarity on your 
role in the project, your responsibilities and the timing of tasks. 
 
Therefore, I kindly ask you to participate. I know we are all busy, but you’ll 
understand we can only make this project a success if everybody is on the 
same page. Therefore, please join us! In case you absolutely can’t attend, 
please let me know. I will arrange an alternate meeting for those who cannot 
attend this meeting. 
 
Meeting location: 
ADD MEETING ROOM INFO 
 
You can also join via Zoom. Here are the details: 
 
ADD ZOOM or TEAMS LINK 
 



I look forward to meeting you all! Let’s make this project a success! 
 
Thank you and best wishes, 
 
Adrian 

 
 
 
 
 
 

Email #2: Friendly status email to team member 

 

Hi Susan, 
 
Hope you are well. 
 
Could you please let me know the status of the following task? 
 
[Add task description and/or screenshot from To-Do list] 
 
Thank you! 
 
Rob 

 
 
 
 
 
 



 

 

Email #3: Praising a (new) team member 

 

Hi Eric, 
 
I’m getting great feedback from everywhere about the great work you are 
doing. We are very happy to have you on the team. 
 
Keep up the great work! 
 
Adrian 
 

 
 
 
 
 

Email #4: Project success email 

 

Subject: Go-Live of SUPERMEGA Project 
 
 
Dear all, 
 
We made it!! 
 
Today we officially went live with our new IT system. From now on, all our 
teams across the globe will be able to work from a centralized state-of-the-art 
IT system, providing improved usability for end-users, more reliability for our 
operations and better protection of the company’s assets. 
 



While we managed to complete the rollout successfully, it was far from an 
easy project. We faced a great deal of challenges along the way – integrating 
different needs of our business stakeholders, agreeing on common processes, 
cleaning up incredible amounts of historical data, technical issues -- and of 
course making time for this intense and important project when we are all busy 
with so many other things. 
 
But we as a team, we finally made it happen, and we can be very proud of 
what we have achieved together. 
 
I want to thank every one of you for your excellent contribution, and I’m 
looking forward to working with you in future projects! 
 
Sincerely, 
 
Adrian 
 
Project Manager 

 
 
 
Feel free to share this PDF with your coworkers! 


