Letter to Schedule Construction Site
Discussion

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Scheduling a Discussion for Upcoming Construction Project

Dear [Recipient's Name],

| hope this message finds you well. I am writing to schedule a discussion regarding the upcoming
construction project at [Project Location]. It is essential for us to align on the project timeline,

key deliverables, and any potential challenges that may arise.

| propose we meet on [Proposed Date] at [Proposed Time]. Please let me know if this works for
you or if you have any other dates in mind.

Thank you for your attention to this matter. | look forward to your prompt response.
Best regards,

[Your Name]

[Your Position]

[Your Contact Information]
[Your Company Name]



