Message Templates
Replace everything in [brackets]. For the first few weeks, have your contractor approve messages before you send them.
1. Quote request to a sub
Subject: Quote request: [project name], [trade]

Hi [Name],

[Company] is pricing [project name] at [job site address] and would like a quote for [trade or scope]. The drawings and scope are attached.

Please include: what is and is not included in your price, any allowances, how long the quote is valid, your license number, and a current certificate of insurance.

We would like to receive your quote by [date]. The project is expected to start around [date].

Questions can go to [contact name and phone].

Thank you,
[Your name]
for [contractor name], [company]

2. Booking message to a sub
Subject: [Task] start: [project name]

Hi [Name],

I am confirming [task] at [project name], [job site address].

Start: [day, date, time]
Duration: about [number] days
Before you start: [work that must be finished first]
Access: [who lets you in, or where the key is]
Attached: [drawings or RFI answers they need]

Please reply to confirm the date. Contact: [contractor name, phone].

Thank you,
[Your name]

Reconfirm about one week before and again about two days before.
3. Bid follow-up: first check-in (about 3 days after sending)
Subject: Your [project] proposal

Hi [Owner names],

I am following up for [contractor name] at [company] to make sure you received the proposal for your [project]. If you have questions about the scope or pricing, I am happy to pass them along or set up a time to talk.

Thank you,
[Your name]

4. Bid follow-up: about one week
Subject: Checking in on your [project] proposal

Hi [Owner names],

Just checking in on the proposal [contractor name] sent. It is valid through [date]. If you would like to adjust anything or talk it through, let me know and I will set it up.

Thank you,
[Your name]

5. Certificate of insurance request
Subject: Certificate of insurance needed: [project name]

Hi [Name],

Before work starts on [project name], we need a current certificate of insurance. Please ask your insurance agent to send one that shows [coverage types required in your agreement] and names [company legal name] as the certificate holder.

Please send it by [date] so we can keep your start date of [date].

Thank you,
[Your name]

6. Lien waiver request
Subject: Lien waiver for your payment: [project name]

Hi [Name],

With your payment of [amount] for [invoice or pay period], please sign and return the attached [conditional or unconditional] [progress or final] lien waiver covering work through [through-date].

Please check that the name, project, amount, and date are correct before signing. We would like it back by [date].

Thank you,
[Your name]

Use the waiver forms your contractor provides. Never edit the legal wording.
7. Schedule delay notice to the owners (contractor approves first)
Subject: Schedule update: [project name]

Hi [Owner names],

I am writing for [contractor name] with a schedule update. [One plain sentence about what happened.] [Task] is now expected on [confirmed date], or [we are confirming the new date and will update you by (date)].

[Contractor name] will let you know if this affects the overall completion date. Please reach out with any questions.

Thank you,
[Your name]

Never promise a date that has not been confirmed.
8. Weekly owner update
Subject: [Project name] update, week [#]

Hi [Owner names],

Done this week: [plain-language progress]
Next week: [what is coming]
Needed from you: [decision or action] by [date]
Schedule: [on track, or what has shifted and why]

Photos are attached. Let us know if you have any questions.

Thank you,
[Your name], for [contractor name], [company]

9. Invoice reminder
Subject: Invoice [#], [project name]

Hi [Owner names],

This is a friendly reminder that Invoice [#] for [amount] was due on [date]. I have attached it again with the payment instructions.

If you have already sent payment, thank you, and please ignore this note. If you have questions about the invoice, I am happy to pass them to [contractor name].

Thank you,
[Your name], for [contractor name], [company]

10. Closeout email with a review request
Subject: Your [project] is complete: closeout documents

Hi [Owner names],

It was a pleasure working with you on your [project]. Attached is your closeout packet, including your warranty information, product details, and a list of the team who worked on your home.

If you were happy with the experience, a short review would mean a great deal to [contractor name] and the team. We would also be glad to meet any friends or family who are thinking about a project.

Please reach out if anything comes up.

Thank you,
[Your name], for [contractor name], [company]

11. Outreach: direct message
Hi [Name], I saw your post about [topic] in [group]. I am a virtual assistant focused on construction admin, like bid follow-ups and project paperwork. I put together a simple bid follow-up tracker, and I would be happy to send it to you if that would be helpful.

12. Outreach: email
Subject: A quick idea for [company]'s bid follow-ups

Hi [Name],

I came across [company] and liked [something specific, such as a recent project]. In construction, it is common for proposals to go quiet when the crew is busy and follow-ups slip.

I am a virtual assistant who specializes in construction admin: bids, project documents, scheduling, and billing. I made a one-page example of a bid follow-up tracker. Would you like me to send it?

If this is not relevant, just let me know and I will not follow up.

Thank you,
[Your name]
[Link to your sample work pack]

Follow each platform's rules and the email rules where you and your recipient live. Be honest about your experience.
13. Reply to a request outside your scope
Hi [Name],

Thanks for thinking of me! [The request] is not part of our current agreement, but I am happy to look at adding it. If you tell me [what you need to know], I can send a short add-on proposal.

[If outside your skills: That is outside my expertise and is best handled by a qualified (accountant, attorney, etc.). I am glad to gather the documents they need.]

Thank you,
[Your name]
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