
Construction Project Mobilization 

Orientation 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name/Company Name] 

Subject: Mobilization Orientation for [Project Name] 

Dear [Employee Name], 

We are pleased to inform you that you have been selected to participate in the mobilization phase 

of the [Project Name] construction project. As part of this process, we will be conducting an 

orientation session to ensure that all employees are well-prepared and informed about the project 

requirements and safety protocols. 

Details of the Orientation Session: 

• Date: [Insert Orientation Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Location: [Insert Location] 

Attendance is mandatory, and you are expected to bring the following documents: 

• Identification Card 

• Safety Certifications (if applicable) 

• Emergency Contact Information 

Please confirm your attendance by [Insert Confirmation Deadline]. If you have any questions or 

require further information, feel free to contact me at [Your Contact Information]. 

We look forward to seeing you at the orientation and appreciate your commitment to the success 

of this project. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


