
Stakeholder Briefing on Construction Project 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Name] 

Subject: Briefing on [Project Name] 

Dear [Stakeholder Name], 

We are pleased to invite you to a stakeholder briefing regarding the [Project Name] scheduled 

for [Date] at [Location]. This briefing aims to provide important updates and gather your 

valuable input on the project's progress. 

Agenda: 

• Project Overview 

• Current Status and Updates 

• Upcoming Milestones 

• Stakeholder Contributions and Feedback 

• Q&A Session 

Your participation is crucial to the success of this project, and we appreciate your ongoing 

support. 

Please confirm your attendance by [RSVP Date]. 

Thank you, and we look forward to seeing you. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


