
Task Allocation Briefing 

Date: [Insert Date] 

To: Construction Team Members 

From: [Your Name], Project Manager 

Subject: Task Allocation for the Week of [Insert Week Dates] 

Introduction 

Dear Team, 

As we progress on the [Project Name] project, please find below your task allocations for the 

week. It is essential that everyone understands their roles and responsibilities to ensure smooth 

operations. 

Task Allocations 

• John Doe - Lead Carpenter: Complete framing for Unit A 

• Jane Smith - Site Supervisor: Oversee daily operations and safety compliance 

• Mike Johnson - Electrician: Install wiring for Units A and B 

• Emily Davis - Plumber: Begin plumbing installation in Unit A 

• Thomas Brown - Laborer: Assist in material handling and site cleanup 

Meeting Schedule 

Please remember our daily briefing will be held at [Insert Time] at the construction site. We will 

discuss progress, address any concerns, and make adjustments as needed. 

Conclusion 

Thank you for your hard work and dedication. Let's make this week productive! 

Best regards, 

[Your Name] 

Project Manager 

[Your Contact Information] 


