
Engineering Project Check-In Schedule 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Project Check-In Schedule for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. As we progress through the [Project Name] engineering 

project, I would like to schedule a check-in meeting to discuss our current status, outline next 

steps, and address any challenges we may be facing. 

Proposed Check-In Schedule: 

• Date: [Insert Proposed Date] 

• Time: [Insert Proposed Time] 

• Location/Platform: [Insert Location or Meeting Link] 

Please let me know your availability, or suggest an alternative time that works better for you. 

Your input is important to ensure we remain on track and aligned with our goals. 

Thank you for your cooperation. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


