
Construction Project Communication 

Guidelines 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name/Organization] 

Subject: Construction Project Communication Guidelines 

Dear [Recipient's Name], 

As we embark on the [Project Name] construction project, it is essential to establish clear 

communication guidelines to ensure a smooth workflow and address any challenges that may 

arise. Please find below the communication protocols that all team members are expected to 

follow: 

1. Communication Channels 

• Email: Use for formal communications and document sharing. 

• Phone Calls: Use for urgent matters that require immediate attention. 

• In-Person Meetings: Schedule regular meetings to discuss project progress. 

2. Reporting Structure 

All team members should report progress and concerns to their direct supervisor or project lead. 

Escalate issues as necessary through the following hierarchy: 

1. Team Member 

2. Site Supervisor 

3. Project Manager 

3. Meeting Schedule 

Weekly project meetings will be held every [Insert Day & Time] at [Insert Location/Platform]. 

Attendance is mandatory for all project staff. 

4. Document Sharing 



All project documents should be shared via [Insert Platform, e.g., Google Drive, Dropbox] to 

ensure everyone has access to the latest information. Please label files clearly and maintain 

organized folders. 

5. Conflict Resolution 

If a conflict arises, it is encouraged to resolve the issue at the lowest level first. If unresolved, 

escalate to your supervisor. 

We appreciate your cooperation in adhering to these guidelines as we work together on this 

project. Should you have any questions or need clarification, please do not hesitate to reach out. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


