
Construction Project Timeline Consultation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to schedule a consultation regarding the timeline of our upcoming construction 

project, [Project Name]. We believe it is important to ensure that all stakeholders are aligned on 

the key milestones and deadlines. 

We would like to propose the following agenda for our meeting: 

• Overview of the project timeline 

• Key milestones and deliverables 

• Potential challenges and solutions 

• Roles and responsibilities 

• Q&A session 

We are available for a call or meeting on the following dates and times: 

• [Date & Time Option 1] 

• [Date & Time Option 2] 

• [Date & Time Option 3] 

Please let us know your availability, or suggest an alternative time that works best for you. We 

look forward to collaborating with you to ensure the success of the project. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company] 

[Your Phone Number] 

[Your Email Address] 


