
Service Maintenance Schedule Update 

Dear [Recipient's Name], 

We are writing to inform you of an update to our service maintenance schedule. In our 

continuous effort to provide you with the best quality service, we have revised our maintenance 

timeline. 

Updated Maintenance Schedule 

• Service Type: [Service Type] 

• Original Date: [Original Date] 

• New Date: [New Date] 

• Time: [Time] 

• Estimated Duration: [Duration] 

We apologize for any inconvenience this may cause and appreciate your understanding as we 

strive to improve our services. 

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

[Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


