Construction Team Scheduling and Timelines
Briefing

Date: [Insert Date]

To: [Insert Team Name]

From: [Insert Your Name]

Subject: Construction Team Scheduling and Timelines

Dear Team,

I hope this message finds you well. As we move forward with our project, | would like to
provide you with an update on our scheduling and timelines.

Project Overview

[Brief description of the project]

Key Dates

Project Start Date: [Insert Date]
Phase 1 Completion: [Insert Date]
Phase 2 Completion: [Insert Date]

Final Inspection: [Insert Date]
Project Completion: [Insert Date]

Team Responsibilities
Please find below the assigned responsibilities:
e [Team Member 1 Name]: [Responsibility]

e [Team Member 2 Name]: [Responsibility]
e [Team Member 3 Name]: [Responsibility]

Regular Meetings

We will have weekly meetings every [Insert day and time] to discuss progress and any
challenges faced. Please ensure your availability.

Communication



For any immediate concerns, do not hesitate to reach out via [Insert preferred communication
method].

Thank you for your hard work and commitment.
Best Regards,

[Your Name]

[Your Position]

[Your Contact Information]



