
Planned Maintenance Schedule Notification 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Company Name] 

Subject: Notice of Planned Maintenance Schedule 

Dear [Recipient Name], 

We are writing to inform you of the upcoming planned maintenance schedule for our facilities. 

This maintenance is necessary to ensure the continued safety and efficiency of our operations. 

Maintenance Schedule: 

• Date: [Insert Start Date] to [Insert End Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Location: [Insert Location] 

During this time, [describe any expected disruptions, if applicable]. We apologize for any 

inconvenience this may cause and appreciate your understanding and cooperation. 

If you have any questions or require further information, please do not hesitate to contact us at 

[Insert Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


