Communication Protocols Letter

Date:

To: [Construction Team Name]

From: [Your Name]

Subject: Communication Protocols for Project Coordination

Dear Team,

As we progress with our construction project, it is essential to establish clear communication

protocols to ensure collaboration and efficiency among all team members. Below are the
guidelines we will adhere to:

1. Daily Briefings

All team members are required to attend daily briefings at [Time] to discuss progress, challenges,
and upcoming tasks.

2. Communication Channels

For immediate concerns or inquiries, please utilize our designated communication channels:
[Email, Messaging App, etc.].

3. Reporting Issues

Any issues encountered on-site should be reported to [Designated Person] within [Time Frame]
to ensure timely resolution.

4. Weekly Updates

A comprehensive project update will be shared every [Day] summarizing progress, safety
incidents, and upcoming tasks.

5. Respectful Communication

Maintain professionalism and respect in all communications. Constructive feedback is
encouraged.

Please feel free to reach out if you have any questions or suggestions regarding these protocols.
Thank you for your cooperation and commitment to a successful project.



Sincerely,

[Your Name]
[Your Position]
[Your Company]



