
Maintenance Schedule Notification 

Dear Team, 

We would like to inform you about the upcoming maintenance schedule that will take place on 

[start date] through [end date]. Please find the details below: 

Maintenance Schedule 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Areas Affected: [Areas/Departments] 

• Reason for Maintenance: [Brief Description] 

During this time, access to certain facilities may be limited. We kindly ask for your 

understanding and cooperation. 

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

facilities management team at [contact information]. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


