
Parking Spot Reassignment Notification 

Date: [Insert Date] 

To: [Facility Manager's Name] 

From: [Your Name] 

Subject: Notification of Parking Spot Reassignment 

Dear [Facility Manager's Name], 

I hope this message finds you well. I am writing to inform you that, effective [Effective Date], 

there will be a reassignment of parking spots within the facility. 

Due to [Reason for Reassignment, e.g., facility changes, improved allocation], the parking spot 

assignments will be modified as follows: 

• Current Parking Spot: [Current Spot Number/Location] 

• New Parking Spot: [New Spot Number/Location] 

Please ensure that all concerned personnel are notified of this change. Should you have any 

questions or require further information, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


