
 

 
 
 

Project Executive Letter of Instruction (Outline) 
 

To: Project Manager 
Title of Project 
 

1) Purpose: This letter serves as a compilation of information and instruction 
for construction of {project name} under contract number{} 

 
2) Applicable Documents: The following documents form the basis for the 

this work: 
 

a. The contract 
b. Other written agreements 
c. Chart of accounts 
d. Organization chart 
e. Work Breakdown Structure 
f. Cost Breakdown Structure 
g. Applicable company policy and procedures 
 

3) Project Overview: In this section describe the contract: 
 

a. Project Description 
b. Client Identification 
c. Identification of any third party organizations with management or 

coordinating functions.  
d. Identification of other contracts related to the work. 
e. Potential for add-on work or additional contracts.  
 

4) Key Personnel: Identify the organization, office location, name of 
individuals, mailing addresses, and phone number of individuals with each 
organization involved who have a significant role that affects our work. 
Specify responsibilities of each company / person has.  

 
5) Project Manager Authority: Spell out the authority, responsibility and 

accountability the project manager has in terms of acting on behalf of 
company management e.g. hiring, purchasing, and subcontracting.  

 
6) Subcontracting: Describe with reference to the bid, which work is 

intended for subcontracting and, if competitive quotes were solicited and 



received, which bidders are to receive the subcontracts. Also, make 
reference to any subcontracting policy documents and forms to be utilized.  

 
7) Procurement:  

 
a. List the items to be furnished by owner / client and others.  
b. For contractor – furnished items, state which are to be field 

procured and which are to be procured by central procurement 
include any dollar limitation on purchase approval authority.  

c. List any contracted limitations or qualifications that may effect 
vendor selection.  

d. Detail receiving and warehousing responsibilities for items 
furnished by others.  

 
8) Payment Provisions: Summarize system for payment of work to 

emphasize what is required to validate request for payment i.e. who must 
review timing etc.  

 
9) Schedules: List all milestones, coordination, etc that owner / client has 

established. Additionally, list any special scheduling considerations 
incorporated by contractor in the plan for accomplishing the work. If 
bonuses or penalties are associated with any milestone, provide details of 
amounts involved and basis for proving attainment of a milestone.  

 
10)  Reports: List all owner / client required reports and their due dates. Also, 

list all reports required by company management and their due dates. 
 

11) Owner / Client Coordination and Approval: List all contract 
requirements for owner / client coordination, inspection or approval of 
contractor activity.  

 
12) Meetings: If the contract or other agreements have established periodic 

meetings amount project participant, provide details of these agreements.  
 

13)  Change Administration: Explain system for handling changes. Who has 
the authority on the owner / client side to make changes and at what dollar 
value? Make a reference to company procedures or explain procedures 
for determination of cost and schedule implications of changes. Explain 
procedure for handling constructive changes if not otherwise explained in 
a company procedure.  

 
14) Confidentiality Requirements: If the owner or client has established any 

confidentiality requirements, or reference, attach a copy of the agreement. 
Provide guidance for enforcement.  

 



15) Professional Registration, Licensing, or Certification: If any contractor 
personnel on the project are to be professionally registered, licensed or 
certified before performing work, provide details.  

 
16) Labor Agreements: Provide copies of applicable labor agreements or 

programs and any guidance on these.  
 

17) Warranties: Describe the contractual requirements for warranties.  
 

18) As-Builts: Detail contractual requirements for furnishing of as-built 
drawings by contractor.  

 
19) Support Provided by Others: List any items or support that will be 

provided by owner / client e.g. crane service, storage space, etc.  
 

20) Project Closeout and Final Report: Provide any instruction to assist in 
planning the closing out of project, demobilization of equipment, 
reassignment or termination of employees, etc. Include requirements for 
final reports to owner / client or contractor home office.  

 
21) Potential Problem Areas: In this section, list and discuss any items which 

may require particular management attention to avoid or minimize 
problems.  

 
22) The End In Mind: What are the goal(s)? What does a good job look like? 

In the last paragraph, end on a positive and encouraging note.  
 
 
 
 
 
 


