
Quarterly Review for Construction Project 

Oversight 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Quarterly Review - [Project Name] 

Dear [Recipient's Name], 

I am writing to provide you with the quarterly review for the [Project Name] as part of our 

ongoing oversight commitment. This review covers the progress made during the last quarter and 

addresses any concerns or recommendations moving forward. 

Project Overview 

Project Name: [Project Name] 

Location: [Project Location] 

Contractor: [Contractor's Name] 

Start Date: [Start Date] 

Expected Completion Date: [Expected Completion Date] 

Progress Summary 

• Phase 1 Completion: [Details] 

• Phase 2 Progress: [Details] 

• Challenges Faced: [Details] 

Financial Overview 

Total Budget: [Total Budget] 

Expenditures to Date: [Expenditures] 

Budget Variance: [Variance Details] 



Next Steps 

Based on the current progress, the following steps are recommended: 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

Conclusion 

We appreciate your continued support and cooperation as we work towards the successful 

completion of the [Project Name]. Please feel free to reach out if you have any questions or 

require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


