
[Date] 

[Recipient Name/All Residents] 

[Building Name/Address] 

[City, State, Zip Code]  

Subject: Update to Common Area Janitorial Schedule 

Dear Residents, 

We are writing to inform you of an update to the cleaning and janitorial schedule for the 

common areas of the building, effective [Start Date]. 

To ensure a consistently clean environment, the new cleaning hours will be as follows: 

• Days: [e.g., Monday, Wednesday, and Friday] 

• Time Window: [e.g., 9:00 AM to 1:00 PM] 

• Affected Areas: [e.g., Lobby, Hallways, Elevators, and Laundry Room] 

During these times, you may notice janitorial staff working in the hallways and shared spaces. 

We kindly ask that you clear any personal items from the hallways to allow the crew to clean 

thoroughly. Please also exercise caution when walking on floors that may be wet. 

Our goal is to maintain the highest standard of cleanliness for our community. We appreciate 

your cooperation and understanding regarding these changes. 

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

or [Email Address]. 

Sincerely, 

[Your Name/Property Manager] 

[Management Company Name]  


