Maintenance Schedule Advisory

Date: [Insert Date]

To: [Insert Recipient Name]

From: [Insert Your Name/Company]

Subject: Scheduled Maintenance Activities

Dear [Recipient Name],

We would like to inform you about the upcoming maintenance schedule for [specify

equipment/system/building]. This maintenance is crucial to ensure the proper functioning and
longevity of our facilities.

Maintenance Schedule:

Date: [Insert Maintenance Date]

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

Scope of Work: [Briefly describe the work to be done]

Please ensure that [mention any requirements, e.g., access to the area, removal of personal items,
etc.]. We apologize for any inconvenience this may cause and appreciate your understanding and
cooperation.

If you have any questions or concerns, 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]

[Your Contact Information]



