Construction Timeline Review

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Review of Construction Timeline

Dear [Recipient Name],

I hope this message finds you well. As we progress with the construction project at [Project

Location], we would like to take this opportunity to review the current timeline and ensure that
all stakeholders are aligned with the upcoming milestones.

Current Project Timeline
e Phase 1: [Description] - Due by [Date]

e Phase 2: [Description] - Due by [Date]
o Phase 3: [Description] - Due by [Date]

Next Steps

We would appreciate your feedback on the current timeline and any areas where adjustments
may be necessary. Please let us know your availability for a meeting to discuss this further.

Thank you for your attention to this matter. We look forward to your prompt response.
Best regards,

[Your Name]

[Your Job Title]

[Your Company]
[Your Contact Information]



