Maintenance Timeline Communication

Date: [Insert Date]
Dear [Recipient Name],
We hope this message finds you well. We are writing to inform you about the upcoming

maintenance schedule for [insert system or equipment name]. Please find the timeline and details
below:

Maintenance Timeline:
o Start Date: [Insert Start Date]

o End Date: [Insert End Date]
o Expected Downtime: [Insert Downtime]

Scope of Work:

[Brief description of the maintenance work to be performed]

Impact:

During the maintenance period, you may experience [list any expected impacts]. We apologize
for any inconvenience this may cause and appreciate your understanding.

Contact Information:

If you have any questions or concerns, please do not hesitate to reach out to us at [Insert Contact
Information].

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Company]



