Dear Valued Resident,
This letter is to inform you of [Subject of Letter].

[Insert main message or details here. For example: We will be performing routine maintenance
on the building or there is an upcoming community event. ]

The details are as follows:
e Date: [Insert Date]
e Time: [Insert Time]

e Location: [Insert Location/Area Affected]

If you have any questions or concerns, please contact the management office at [Phone Number]
or [Email Address].

Thank you for your cooperation and for being a part of our community.
Sincerely,

The Management Team
[Property Name]



