(Your company logo/name)
Dear…………………………..
SITE TITLE AND ADDRESS

I am writing to introduce (insert name of company) and myself, (name of site manager), as the site manager responsible for the (description of the project and work).

During the time that the above works are being undertaken, we will endeavour to ensure that everything is carried out to make the process as neighbour friendly as we can.

Should you have any queries or concerns, please contact me on (insert mobile telephone number or other suitable contact information). In my absence, please contact my colleague (give alternative name and contact information if possible) who will be available to answer any queries that you may have.

(Insert name of company) is an active member of the Considerate Constructors Scheme and full details of the Scheme are posted near to our site entrance for your information. (For possible inclusion: Please find enclosed a flyer which contains information on the Scheme and explains what it means for our company to be registered (provide CCS neighbour flyer).)
As you will have noticed, the external protection of (add name of project or site address) is comprehensive (or such other description as may be necessary) and we have taken all steps possible to ensure that the protection of the public is maintained at all times.

Once again, please do not hesitate to contact me at any time or a member of my team (or other named individuals) if you have any concerns.

Yours faithfully.

(Site manager’s signature)
(Printed name)
(Job title)
