[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Welcome aboard — we’re looking forward to the work with «CompanyName».
The practical bits: your lead contact is [name, email, phone]; we’ll meet [cadence]; invoices arrive [monthly] with [30-day] terms. Scope and deliverables are as set out in the agreement dated [date].
If anything ever feels off — pace, communication, priorities — say so early. That’s how the best client relationships work, and we intend this to be one.
Sincerely,

[Your name]
[Title · Your company]
