
Construction Meeting Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter is to confirm the construction meeting scheduled for [Insert Date and Time] at [Insert 

Location]. The purpose of this meeting is to discuss the ongoing project developments, address 

any concerns, and ensure that we are all aligned with the project timeline and deliverables. 

We appreciate your attendance and input during this important meeting. Please feel free to bring 

any materials or documentation that you believe would be helpful for our discussion. 

If you have any questions or need further clarification, do not hesitate to reach out to me at [Your 

Phone Number] or [Your Email Address]. 

Thank you, and we look forward to seeing you at the meeting. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


