
Construction Project Milestone Reminder 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Reminder of Upcoming Project Milestone 

Dear [Recipient Name], 

We would like to remind you that we are approaching the next milestone in our construction 

project, which is scheduled for [Insert Date]. This milestone includes [briefly describe the 

milestone]. 

Please ensure that all necessary preparations are made in advance to meet the project timeline. 

Should you have any questions or require further clarification, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


