
Construction Maintenance Schedule Briefing 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Briefing on Construction Maintenance Schedules 

Dear [Recipient Name], 

I hope this message finds you well. This letter serves as a briefing on the upcoming construction 

maintenance schedules. Please review the details below: 

Project Overview 

Project Name: [Project Name] 

Location: [Project Location] 

Start Date: [Start Date] 

End Date: [End Date] 

Maintenance Schedule 

• Task 1: [Description of Task 1] - Scheduled for [Date] 

• Task 2: [Description of Task 2] - Scheduled for [Date] 

• Task 3: [Description of Task 3] - Scheduled for [Date] 

Safety Measures 

Ensure all personnel follow the outlined safety protocols during maintenance activities. 

Contact Information 

If you have any questions or need further clarification, please do not hesitate to reach out: 

[Your Phone Number] 

[Your Email Address] 



Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 


