

From: nao@knightscbi.com
To: buildingsitesupervisor@knightscbi.com
Date: 8/03/2023   Time: 10:00am
Subject: Confirmation of Work Performance on Construction Site

Dear Mr Supervisor

Hope this email finds you well.

Following our initial kick-off meeting held on 01/03/2023 and the site visit earlier on 5/3/2023 to confirm site access and commencement of the project, I am writing to confirm the performance of work on the construction site in accordance with the schedule as per contract, contract terms and QLD legislation and regulations. As the project manager for 123 ABC RESIDENTIAL STREET, QLD, it is my responsibility to ensure that the work is completed to the required standard and in a timely manner.  I can confirm that during this visit, all documentations, material laydown areas, equipment storage, facilities were in place for commencement as per the contract.

I note completion of Plumbing rough-in and Electrical rough-in have been completed as per schedule for 7/3/2023 and your team is now commencing on the building works with the framing as required.

I would like to express my appreciation for your team's hard work and dedication in achieving the project progress. We have made significant progress towards meeting our project milestones, and I am pleased with the level of work performed on site so far. 

The quality of workmanship and attention to detail demonstrated by your team is commendable, and I am confident that we will continue to achieve our project objectives with the same level of commitment.

In addition to the project progress, I would like to confirm that your team's performance is fully compliant with the contract terms as indicators seen in Clauses 6.4, 7, 14.3, 16 and 29 of the contract, QLD legislation and regulations as per Australian standards, Building codes with NCC and Queensland Building and Construction Commission Act 1991 which ensures the proper standards are being used to achieve the building outcomes and maintaining the Work Health and Safety protocols. I am pleased to note that your team has consistently followed the safety protocols and procedures, and there have been no safety incidents on site to date. The quality of work performed by your team is in line with the project specifications, and I have no concerns regarding compliance with the relevant regulations and standards.

Your team has ensured to minimize risk for high-risk activities as demonstrated in our documentation and pleased how they have engaged in these actions accordingly.  Cooperative and collaborative relationships are established with stakeholders, including other regulators, to promote trust and improve the efficiency and effectiveness of the regulatory framework.

Please let me know if you have any concerns or feedback regarding the project progress or compliance with the contract terms and regulations. I appreciate your ongoing support and look forward to continuing to work together to achieve our project objectives.

If you do have any questions, please feel free to respond via email and happy to answer any quick clarifications via video conferencing, phone calls or blogs if it is easier for you.  All communication will be followed via email for our records. I believe good communication is key to staying on schedule and happy to know that your subcontractors can easily alert you when they are falling behind or experiencing any delays.

Thank you for your continued efforts in ensuring the success of this project and we will keep track of the progress during this construction project for the best outcome.

Kind regards

NAO
Noreen Abu-Obeid
Project Manager
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)




From: nao@knightscbi.com
To: teamproject3@knightscbi.com
Date: 13/3/2023   Time: 10:00am
Subject: Project Monitoring and Cost Review for Residential Renovation Project

Dear Team,
I hope this email finds you well. As we are approaching the end of the first week of our residential renovation project that commenced on 5/3/23, I would like to discuss project monitoring and cost review with you, in reference to the approved construction drawings, specifications, project costs, details, timelines and schedules shared earlier with you.
Firstly, project monitoring is an essential aspect of ensuring that the project is executed as per the project plan. As project manager, I would like to remind you that it is crucial for each of us to keep track of our progress and report any issues or concerns immediately. We will also schedule regular meetings to review the project's progress and discuss any changes or modifications to the project plan.
Secondly, cost review is equally important as it helps us stay on track with the budget and avoid unnecessary expenses. Therefore, I urge each of you to keep track of your expenses and report any cost overruns as soon as possible. We will also review the project's budget regularly to ensure that we are staying within our allocated budget.
As we approach the end of our project, we will be reviewing the output of our project monitoring and providing feedback to each other. This feedback will include performance reviews to acknowledge and appreciate the efforts of each team member who has contributed to the success of this project.
I am happy to report that at this stage, the project is well on scope, budget, and time. This is an incredible achievement, and I want to thank each one of you for your hard work and dedication.
Let us continue working together as a team and maintain our focus on delivering this project to the best of our abilities.
Please let me know if you have any questions or concerns. Thank you for your attention to this matter.
Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)
From: nao@knightscbi.com
To: teamproject3@knightscbi.com
Date: 3/5/2023   Time: 10:00am
Subject: Project Monitoring and Cost Review for Residential Renovation Project

Dear Team,
As we approach the end of our residential renovation project, I wanted to send a quick follow-up email to express my appreciation for all your hard work and dedication throughout the project. We have come a long way since we started, and we are now in the final stages of the project.
I would like to remind you of the importance of staying focused and committed to the project's completion. We have accomplished so much over the past few weeks, and I am confident that we will successfully complete the project within the timeline and budget.
At this point, I want to encourage each one of you to remain vigilant in your work, communicate any issues or concerns immediately, and prioritize completing all remaining tasks.
So far there have been no delayed tasks, all tasks were completed on time, cost, budget and plan with no changes or variations made to the drawings or specifications.
Let us ensure that we complete all outstanding tasks efficiently and to the highest quality possible. Remember, every detail matters, and we want to ensure that our client is thrilled with the final outcome.
In order to achieve this, I would like to check in with you to see if you have encountered any issues during the project monitoring phase and appreciate letting me know at the soonest.
In case you have encountered a problem, I would like to discuss possible ways to address it. We need to make sure that we complete the project on time and within budget, while also ensuring that we deliver high-quality work and feel free to discuss these with me, so we can resolve them sooner.
Please do not hesitate to reach out to me if you have any questions or concerns as we approach the final stages of the project.
Once again, thank you for your hard work and dedication. I am proud of what we have accomplished so far and excited to see the final product.
Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)



***Note the below email was relevant for:
Position: [The same was sent out to all subcontractors in the project – carpenter, tiler, electrician, plumber, painter, plasterer] - *note they all performed well in this project and our project was on scope, time, cost and budget

From: nao@knightscbi.com
To: con@contractor.com
Date: 7/5/2023   Time: 9:30am
Subject: Performance Review – Residential Renovation Project - 123 ABC Residential street, QLD

Performance Review - Residential Renovation Project
Name of Subcontractor: Subb 
Project Timeline: 5/3/23 - 5/5/23
Overall Performance: Excellent
Job Knowledge/Technical Skills: You demonstrated excellent job knowledge and technical skills throughout the project. You were well-versed in their specific trade requirements and provided valuable insights that contributed to the successful completion of the project.
Quality of Work: The quality of your work was exceptional. You paid close attention to detail and ensured that every task was completed to the highest standards possible. Your commitment to quality was evident in the final product, which exceeded the client's expectations.
Teamwork and Collaboration: You were an integral part of the team and worked collaboratively with other subcontractors to ensure that the project was completed on schedule and to the client's satisfaction. You communicated effectively with team members and provided support whenever required.
Communication Skills: You demonstrated excellent communication skills throughout the project. You kept the project manager and other subcontractors informed of any issues or concerns and provided regular updates on the progress. You were also able to communicate effectively with the team and respond to any questions or concerns that arose.
Adaptability and Flexibility: You demonstrated adaptability and flexibility throughout the project. You were able to work through the work schedule as required to meet changing project requirements and deadlines, no matter how small they were. You were also able to adapt to changes in the project plan and provide valuable input on how best to proceed and most importantly still kept us on track at all times.
Overall, you demonstrated exceptional performance throughout the residential renovation project. You were a valuable asset to the team and contributed significantly to the project's success. I look forward to working with you again.

Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)
