Subcontractor Project Briefing

Date: [Insert Date]

To: [Subcontractor Name]

From: [Your Company Name]

Subject: Project Briefing for [Project Name]

Dear [Subcontractor Name],

We are pleased to invite you to a briefing regarding the details of the [Project Name] project. The

aim of this meeting is to provide you with comprehensive information and clarify any aspects of
the project to ensure smooth collaboration moving forward.

Meeting Detalils

o Date: [Insert Meeting Date]
e Time: [Insert Meeting Time]
e Location: [Insert Location or specify if Virtual]

Agenda

Project Overview

Roles and Responsibilities
Timeline and Milestones
Budget Considerations
Q&A Session

ok wd PR

Please confirm your availability for the meeting by [RSVP Date]. Should you have any questions
prior to our meeting, feel free to reach out.

We look forward to working with you on this project.

Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



