
Meeting Request for Construction Site 

Logistics 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Meeting to Discuss Construction Site Logistics 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a meeting to discuss the logistics 

related to our ongoing construction project at [Project Location]. It is crucial that we address 

several key points to ensure the smooth operation and timely progress of the site activities. 

The proposed agenda for the meeting includes: 

• Current site logistics status 

• Material delivery schedules 

• Equipment availability and usage 

• Site safety protocols 

• Any potential issues or delays 

Could we schedule this meeting for [insert preferred date and time]? If this does not work for 

you, please let me know your availability, and I will do my best to accommodate. 

Thank you for your attention. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


