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Construction delay email templates
Use checked information about the work and actual agreement. These are operational updates, not formal contract notices, waivers or determinations of responsibility. Proposed changes still need the relevant review and confirmation.
1. Initial update with an open date
Subject: Update on [work / reference]

Hello [name],

[Checked fact about the affected input or activity.] This affects [specific work or arrangement]. We are currently checking [defined unresolved information] with [responsible party].

[Work that can proceed, if actually reviewed.] We will give you the next update by [realistic reviewed time], even if the revised date is not yet confirmed.

[Sender / contact]
2. Revised plan for discussion
Subject: Proposed revised arrangement for [work]

Hello [name],

Following [actual new information], we propose [specific revised sequence / attendance]. [Explain what remains unchanged and what needs agreement.]

Could you confirm [actual required access or decision]? [Name any remaining business check.] We will record the confirmed arrangement once the relevant decisions are settled.

[Sender / contact]
3. Confirmed arrangement
Subject: Confirmed arrangement for [work / reference]

Hello [name],

Following our discussion on [date], the confirmed arrangement is [reviewed date, work, attendance and access information]. [Relevant preparation responsibility.]

[Identify any genuinely unresolved item separately.] Please use [contact route] if the agreed access information changes.

[Sender / contact]
4. Review point reached, question still open
Subject: Progress update on [work]

Hello [name],

At the update point we agreed, [checked result / no confirmation yet]. We are taking [specific next action] and will review it again at [appropriate time].

[Actual effect on the current plan.] We will confirm any proposed change through the relevant arrangement rather than assume an unconfirmed date.

[Sender / contact]
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Worked communication example
A selected finish panel has not arrived. The office has asked the supplier for a revised delivery date; no new date is confirmed. The relevant fitting item remains open. Other work can proceed only as reviewed for the actual scope, resources and site conditions. The next customer update is a communication commitment, not a promise of material arrival.
Before sending
☐ Work and affected arrangement identified
☐ Source of the delay information checked
☐ Observation separated from unverified cause or blame
☐ Dependencies and available work reviewed
☐ Proposed and confirmed dates distinguished
☐ Actual agreement and any formal-notice requirement reviewed separately
☐ Customer-facing detail and recipients selected
☐ Team schedule and supporting records updated after confirmation
Further reading: https://www.fmb.org.uk/find-a-builder/ultimate-guides-to-home-renovation/working-with-your-builder.html
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