Date: [Insert Date]

To: All Tenants and Staff

From: Building Management

Subject: Updated Janitorial Schedule for Upcoming Holidays
Dear Occupants,

Please be advised that the janitorial service schedule will be adjusted in observance of the
upcoming holiday: [Insert Holiday Name].

To ensure the maintenance of the facility, please note the following changes:
o [Date]: No janitorial services will be provided as the building will be closed.
o [Date]: Normal cleaning services will resume at [Insert Time].
o Trash Removal: Please ensure all perishable items are disposed of in main breakroom

bins by [Insert Time/Date] to avoid odors during the closure.

If you have any special cleaning requests or scheduled events during this period, please contact
the Management Office no later than [Insert Date].

Thank you for your cooperation and have a safe holiday.
Sincerely,

[Your Name/Department]
[Building/Company Name]



