Construction Project Coordination Plan

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Coordination Plan for [Project Name]

Dear [Recipient Name],

We are pleased to present the Coordination Plan for the upcoming construction project, [Project
Name]. This plan outlines the structured approach we will take to ensure effective

communication and collaboration among all involved parties to achieve the project goals
successfully.

1. Project Overview
Description: [Brief description of the project]

Timeline: [Project Start Date] to [Project End Date]

2. Key Participants

Project Manager: [Name, Contact Information]
Site Supervisor: [Name, Contact Information]
Architect: [Name, Contact Information]
Contractors: [Name, Contact Information]

3. Coordination Meetings

Regular coordination meetings will be held every [Frequency] at [Location/Platform]. The
agenda will include:

e Progress Updates

e Issue Resolution
e Upcoming Tasks

4. Communication Protocols

Please refer to the following communication methods:



o Email: [Email Address]
e Phone: [Phone Number]
o Project Management Software: [Software Name]

5. Risk Management

We have identified the potential risks associated with this project and developed mitigation
strategies to minimize impact.

6. Conclusion

We look forward to your collaboration in making [Project Name] a success. Should you have any
questions or require further details, please do not hesitate to contact me.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Contact Information]



