
Utility Routine Maintenance Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We hope this message finds you well. We are writing to inform you of the upcoming routine 

maintenance scheduled for our utilities in your area. Below are the details: 

Maintenance Details 

• Type of Utility: [Electricity/Water/Gas/Other] 

• Date of Maintenance: [Insert Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Location: [Insert Location] 

This maintenance is necessary to ensure the continued efficiency and safety of our services. We 

apologize for any inconvenience this may cause and appreciate your understanding during this 

time. 

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

Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


