
Scheduling Notification 

Date: [Insert Date] 

To: [Insert Contractor Team Name] 

From: [Insert Your Company Name] 

Subject: Scheduling Notification for Upcoming Project 

Dear [Contractor's Contact Name], 

We are writing to inform you about the upcoming schedule for the [insert project name or 

description]. Below are the details: 

Schedule Details 

• Start Date: [Insert Start Date] 

• End Date: [Insert End Date] 

• Location: [Insert Location] 

• Project Manager: [Insert Project Manager Name] 

• Contact Information: [Insert Contact Info] 

Please confirm your availability for these dates and let us know if there are any issues. 

Thank you for your attention to this matter. We look forward to working with you. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


