
Subcontractor Reporting Protocols 

Date: ____________ 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

Subject: Reporting Protocols for Subcontractor Activities 

We would like to outline the reporting protocols that our subcontractors are required to adhere to 

in order to ensure compliance and effective communication throughout the project duration. 

1. Reporting Frequency 

Subcontractors are required to submit progress reports on a bi-weekly basis, due every [Specify 

Day]. 

2. Report Content 

Each report must include the following information: 

• Project status summary 

• Completed tasks 

• Challenges encountered 

• Upcoming tasks 

• Resource utilization 

3. Submission Format 

Reports should be submitted in PDF format via email to [Email Address]. 

4. Point of Contact 

For any questions regarding the reporting protocols, please contact [Your Name] at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your cooperation. We look forward to your timely submissions. 



Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


