
Project Review Notification 

Date: [Insert Date] 

To: [Contractor's Name] 

[Contractor's Address] 

Dear [Contractor's Name], 

We would like to inform you that a project review meeting has been scheduled to discuss the 

progress of the [Project Name] on [Date of Meeting] at [Time]. The meeting will take place at 

[Location/Virtual Meeting Link]. 

During this meeting, we will go over the following agenda items: 

• Current Progress 

• Budget Review 

• Challenges Encountered 

• Next Steps 

Please prepare any necessary documents and reports to assist in the review process. If you have 

any questions or need to reschedule, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


