
Job Site Inspection Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a job site inspection at 

[Project Name/Location] to assess the current progress of the work being completed. It is 

essential to ensure that we are on schedule and meet the expected quality standards. 

Please let me know your availability for the inspection on [Proposed Dates/Times], or suggest an 

alternate time that is convenient for you. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


