
Construction Project Overview Briefing 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Overview Briefing for [Project Name] 

Project Description 

The [Project Name] aims to [briefly describe the purpose and scope of the project]. 

Team Members 

• [Name 1] - [Role] 

• [Name 2] - [Role] 

• [Name 3] - [Role] 

Key Milestones 

• [Milestone 1] - [Date] 

• [Milestone 2] - [Date] 

• [Milestone 3] - [Date] 

Current Status 

As of [current date], the project is [briefly describe current status]. 

Next Steps 

Moving forward, we intend to [briefly outline next actions]. 

Contact Information 

If you have any questions or need further information, feel free to reach out to me at [Your 

Email] or [Your Phone Number]. 

Best regards, 

[Your Name] 



[Your Position] 

[Your Company] 


