
Maintenance Work Notification 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Notification of Scheduled Maintenance Work 

Dear [Recipient's Name], 

We would like to inform you that maintenance work is scheduled to take place on [Insert 

Date(s)] at [Insert Location]. This work is necessary to ensure the continued safety and 

efficiency of our facilities. 

The maintenance work will involve: 

• [Detail of Maintenance Task 1] 

• [Detail of Maintenance Task 2] 

• [Detail of Maintenance Task 3] 

We expect the maintenance to be completed by [Insert Completion Date], and we apologize for 

any inconvenience this may cause. During this time, we advise you to [provide any additional 

instructions or precautions]. 

If you have any questions or concerns, please do not hesitate to contact us at [Insert Contact 

Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


