[bookmark: _49wi33cxy092]Project Kick-off and Welcome

Subject: Welcome Aboard! Kick-off Meeting Summary & Next Steps for [Project Name]

Body:

Hi [Client Name],

It was a pleasure kicking off the [Project Name] project with you and the [Client Company Name] team today. We are excited to begin this collaboration.

To ensure we maintain momentum, here is a summary of the key items discussed and the immediate next steps:
· Key Outcome: We confirmed the primary project goal: [State 1-2 core goals].
· Action for Client: Please review and provide sign-off on the [Initial Project Brief/Program Document] by [Date].
· Next Milestone: Our team will begin work on [Phase/Task Name] starting [Date].
· Primary Contact: For all communication, please reach out to me directly.
You can find the updated project schedule and our shared folder structure here: [Link to Shared Drive/CDE].

We look forward to a successful partnership.

Best regards,
[Your Name]
[Your Title]-----



[bookmark: _fg0ed6d1r8m]Template 2: Requesting Approval of Initial Schedule/Timeline

Subject: Action Required: Review and Approval of Project Schedule for [Project Name]

Body:

Hi [Client Name],

Following our kick-off meeting, we have finalized the detailed project schedule outlining the phases, milestones, and required client review periods for [Project Name].

Please review the attached schedule, focusing specifically on:
1. Key Milestones: Ensure they align with your business objectives.
2. Client Review Periods: Note the specific dates when we require your team's feedback and approval to keep the project on track.
We require your formal approval of this schedule by [Date] to proceed with resource allocation and maintain the projected completion date. If we do not receive feedback by this date, the timeline may be subject to adjustment.

Please let me know if you have any questions.

Thank you,
[Your Name]-----

[bookmark: _czn5vbp0vs02]Template 3: Request for Critical Client Feedback/Review
Subject: Urgent: Feedback Required for [Deliverable Name] – Deadline [Date]

Body:

Hi [Client Name],

We have completed the [Deliverable Name, e.g., Schematic Design Package / Milestone Report] for [Project Name]. This is a critical gateway milestone, and your prompt review is essential for moving to the next phase.

Please find the deliverable attached/at this link: [Link to Document]

We need your consolidated feedback and formal sign-off by [Day, Date, Time].

If the deadline poses a challenge, please notify me immediately so we can discuss the impact on the overall schedule. Delayed feedback may result in a corresponding delay to the project completion date.

Thank you for prioritizing this.

Best,
[Your Name]-----

[bookmark: _2jscrtdewd9q]Template 4: Standard Weekly Project Status Update

Subject: Weekly Project Status Report (W/E [Date]) – [Project Name]

Body:

Hi [Client Name] and [Stakeholder Name],

Please find the status summary for the week ending [Date]:

1. Progress Made This Week:
· Completed: [Task 1, e.g., Finalized structural consultant integration].
· In Progress: [Task 2, e.g., 50% completion on design development drawings].
· Next 7 Days: [Upcoming Task, e.g., Internal QA/QC review of CD set].
2. Key Decisions Required (Action for Client):
· Decision 1: We require final selection on the exterior cladding material. Decision needed by [Date].
· Decision 2: Approval of the revised budget for IT infrastructure. Document attached.
3. Risks/Challenges:
· [Briefly state any potential issues, e.g., Lead time on custom materials has increased, potentially impacting the construction start date. We are investigating alternatives.]
Our next status meeting is scheduled for [Day] at [Time].

Best,
[Your Name]-----

[bookmark: _68kkwbzbmuwv]Template 5: Notifying of a Scope Change and Change Order

Subject: Change Order Notification: [Project Name] – Requested Addition of [Change Description]

Body:

Hi [Client Name],

This email serves as notification and formal submission of a Change Order request for the [Project Name] project.

Reason for Change:
The change is required because [State reason clearly, e.g., The client requested the inclusion of a third-floor mezzanine, which was not defined in the original Scope of Work (SOW)].

Impact on Project:
· Cost: The additional work will result in a fee increase of [$X,XXX.00].
· Schedule: The timeline will be extended by [#] days/weeks.
Please review the attached Change Order document [Change Order #] which details the revised scope, fee, and timeline. We require your signature on this document by [Date] to proceed with the requested work.

We cannot begin the new scope until this Change Order is formally executed.

Thank you,
[Your Name]-----

[bookmark: _v27qohc7mez6]Template 6: Addressing a Major Roadblock or Delay

Subject: Critical Project Update: Immediate Roadblock Affecting [Project Name] Timeline

Body:

Hi [Client Name],

We are facing a critical roadblock on [Project Name] that requires immediate attention and collaboration to resolve.

Details of Roadblock:
[Clearly and factually describe the issue, e.g., The City Planning Department has flagged a conflict with the existing zoning ordinance regarding building height, requiring a formal variance application.]

Impact:
This issue will halt the [Phase Name] work and is currently projected to result in a [#] week delay to the overall project schedule.

Proposed Solution/Path Forward:
We recommend the following action: [Outline 2-3 specific steps, e.g., Our team will prepare the variance application package immediately and schedule a meeting with the City Planner.]

Action Required from Client:
We need your immediate approval to pursue the variance application and confirmation that you are aware of the potential schedule impact. Can we schedule a brief call at [Time] today to discuss the path forward?

Sincerely,
[Your Name]-----

[bookmark: _f0cfxzjv7lpl]Template 7: Request for Information (RFI) / Clarification

Subject: RFI # [Number]: Clarification Needed on [Specific Topic] for [Project Name]

Body:

Hi [Client Name],

Our team requires clarification on a specific element to continue work without interruption.

RFI Details:
· Subject: [Brief topic, e.g., Preferred type of security access control system]
· Project Impact: We cannot finalize the door hardware schedule until this decision is made.
· Question: Can you confirm if you wish to use a [Option A, e.g., Card key system] or a [Option B, e.g., Biometric system], and if there is a preferred vendor?
· Required Date: Please provide an answer by the end of day, [Date].
Thank you,
[Your Name]-----


[bookmark: _ep1c6vjkvaq2]Template 8: Project Completion and Final Deliverables

Subject: Project Completion: Final Deliverables and Closeout for [Project Name]

Body:

Dear [Client Name],

I am pleased to confirm that the primary scope of work for [Project Name] has been successfully completed as of today, [Date].

All final deliverables, including the [list key final items, e.g., As-Built Model, final specification documents, and Owner's Manuals], are available in the shared project closeout folder: [Link to Final Deliverables Folder].

We will now begin the final administrative closeout process, which includes:
· Submitting the final invoice (see Template 9).
· Scheduling a brief project review/retrospective meeting.
Thank you once again for your partnership. We are proud of the outcome of this project.

Best regards,
[Your Name]-----

[bookmark: _9h9mkve6oq01]
[bookmark: _sypsmzwrj8ck]Template 9: Requesting Payment / Invoice Follow-up

Subject: Follow-up: Invoice [Invoice Number] for [Project Name] – Due [Date]

Body:

Hi [Billing Contact Name],

I hope this email finds you well.

This is a friendly reminder that Invoice [Invoice Number] for the [Phase/Milestone Name] of [Project Name] is due on [Payment Due Date]. The total amount due is [$X,XXX.00].

The invoice is attached for your convenience.

Payment Method Reminder:
· Bank Transfer: [Provide instructions].
· Online Portal: [Provide link].
If payment has already been sent, please disregard this email and accept our thanks. If you have any questions regarding the invoice, please reply to this email or call me directly.

Thank you,
[Your Name]-----


[bookmark: _vkyrf83r4rb2]Template 10: Project Retrospective and Feedback Request

Subject: Project Retrospective: We Value Your Feedback on [Project Name]

Body:

Dear [Client Name],

Now that [Project Name] is complete, we are gathering feedback to help us continuously improve our service delivery. Your input on our process is invaluable.

We would appreciate it if you could take 5-10 minutes to complete this short, confidential survey about your experience working with our team: [Link to Survey/Feedback Form].

Alternatively, we would be happy to schedule a quick 15-minute call to discuss:
· What worked well during the project.
· Areas where we could improve collaboration or delivery.
· Any future opportunities you may be planning.
We look forward to hearing your thoughts and potentially partnering with you on future projects.

Best,
[Your Name]












