
Construction Project Due Date Alert 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Due Date Notification for [Project Name] 

Dear [Recipient's Name], 

This is a formal alert regarding the approaching due date for the construction project titled 

[Project Name]. 

As per the project timeline, the completion date is set for [Due Date]. We kindly request that you 

ensure all necessary resources are in place to meet this deadline. 

If there are any issues or if you anticipate any delays, please communicate them as soon as 

possible to mitigate any potential impact on the schedule. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


