
Product Launch Team Invitation Template
[Name], 

Thank you for accepting my offer to participate in the launch of [XYZ].  As a member of this cross-functional launch team you will be representing the interests and needs of the [sales, support, finance, marketing, etc.] department.  Our team will be the focal point for the launch and will have the support of [Executive Level Sponsor]. 

Attached to this email you will find a copy of the Product Launch Team Member's Guide.  Please review it prior to attending the Kick-off Meeting which is scheduled for [Date, Time, Location]. 

In the Kick-off meeting we will introduce team members, review the charter of our team, discuss protocols and close by choosing a time for our regular team meetings. 

Again, welcome to the team. I look forward to working with you through the successful launch of our product. 

[Launch Manager’s name]
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