
Important Notification: Time-Sensitive 

Repair Coordination 

Dear Facility Occupants, 

We hope this message finds you well. We are writing to inform you that we will be conducting 

essential repairs within the facility that require immediate attention. The repairs are scheduled to 

begin on [Start Date] and are expected to conclude by [End Date]. 

During this time, please be aware that there may be intermittent disruptions to services and 

access to certain areas of the facility. We kindly ask for your cooperation and understanding as 

we carry out these necessary repairs to ensure the safety and functionality of our building. 

Please take note of the following details: 

• Location of Repairs: [Specify Locations] 

• Projected Schedule: [Detail Work Hours] 

• Contact Information: [Provide Contact Person and Number] 

If you have any questions or concerns during this repair period, please do not hesitate to reach 

out to us. Your safety and comfort are our top priorities. 

Thank you for your understanding and cooperation. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


