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{ToCompanyName}

{ToFirstName} {ToLastName}

{ToAddress1}

{ToCity}, {ToState}  {ToZip}

Dear {ToFirstName}:

Thank you for having your plans submitted for proposal.  I will be plotting out the drawings today, and then we will register your project and schedule you for a Plan Review.  This will be when you and I discuss the drawings in detail, so that we can be clear on your intent (design speak for understanding what you really want).

When we conduct this review, it will be most helpful if you could have the following things at your fingertips:

1) A set of drawings which matches the information sent to us, a fax number or email address so that we can send you information and pricing, and phone numbers where we can reach you.

2) A list of YOUR questions and concerns, we want to be sure there are no lapses in our understanding of your specific issues.

3) A list of the other contractors involved who may also need to be contacted

4) We will need to know the status of your project. For example, you are still looking for land, vs. framed and ready for stone. 

(This is some of the most critical information you can provide.  We will work with you from a position of "Situation Awareness", which means we will make only suggestions and recommendations which are appropriate for your situation.  If you are already framed out, and needing surround materials quickly, custom tooling lead times may not be appropriate, and conversely, if you have yet to begin foundation work, all the capabilities of our company are appropriate to offer.)

Throughout this process, remember that we are a collaborative partner in your project.  YOU have the right to change, edit, modify, or delete anything.  WE have the responsibility to inform you of the costs or benefits of each decision you make.

I look forward to working with you on your new home.

{FromFirstName} {FromLastName}

