
Contractor Project Delay Management Plan 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Company's Name] 

Subject: Project Delay Management Plan for [Project Name] 

Dear [Client's Name], 

We are writing to inform you about the current status of the [Project Name] and to propose a 

delay management plan in light of recent developments. Despite our best efforts, we have 

encountered unforeseen circumstances that have impacted our project timeline. 

Reason for Delay 

[Briefly describe the reasons for the delay, e.g., weather conditions, supply chain issues, etc.] 

Impact on Project Timeline 

[Discuss how the delay affects the overall project schedule and key milestones.] 

Proposed Management Plan 

• [Action 1: Describe action to mitigate delays] 

• [Action 2: Describe alternative solutions or resource allocation] 

• [Action 3: Outline any changes to project timeline] 

Next Steps 

We propose to hold a meeting on [insert date] to discuss our management plan in detail and to 

exchange ideas on how we can expedite the project's progress moving forward. 

Conclusion 

We appreciate your understanding and cooperation during this time. Our team is committed to 

minimizing the impact of these delays and ensuring the successful completion of the [Project 

Name]. 

Thank you for your attention to this matter. Please feel free to reach out to us with any questions 

or concerns. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Contact Information] 


