Construction Project Scope Discussion

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Discussion of Project Scope for [Project Name]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to initiate a discussion regarding the scope of
our upcoming construction project, [Project Name]. As we move forward, it is essential that we
establish a mutual understanding of the project's objectives, deliverables, and timelines.

Key points for discussion include:

Project Objectives

Deliverables and Milestones

Budget Considerations

Timeline and Deadlines

Roles and Responsibilities
Potential Challenges and Risks

| would appreciate your insights and any additional points you feel are important to cover in our
discussion. Please let me know your availability for a meeting next week, so we can align our
views and proceed effectively.

Thank you for your attention, and | look forward to our conversation.
Best regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



