
Notice of Access Times 

Date: [Insert Date] 

Dear [Tenant's Name], 

We hope this message finds you well. We are writing to inform you about the upcoming access 

times to your unit for maintenance purposes. Please see the details below: 

Access Times: 

• Date: [Insert Date] 

• Time: [Insert Time Range] 

Our maintenance team will need to enter your unit during this time to [brief description of work 

to be done]. We understand the importance of your privacy and will make every effort to 

minimize disruption. 

If you have any conflicts with the proposed times, please reach out to us at your earliest 

convenience so we can make the necessary arrangements. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 

[Property Management Company Name] 


