Date: [Insert Date]

To: All Building Occupants and Tenants

From: [Your Name/Building Management]

Subject: NOTICE: Changes to Janitorial Service Schedule

Dear Occupants,

Please be advised that there will be a change to the regular janitorial cleaning schedule for
[Building Name/Location]. These changes are being implemented to [reason for change, e.g.,
improve efficiency/accommodate holiday hours].

Effective Date: [Insert Start Date]

New Cleaning Schedule:

e Current Schedule: [Insert Days/Times]
e New Schedule: [Insert New Days/Times]

Impacted Areas:
[Insert specific areas, e.g., All office suites, common areas, restrooms, etc.]

Please ensure that all personal items are cleared from surfaces and that sensitive documents are
secured by the time the cleaning crew is scheduled to arrive. Access to the building will remain

the same, but you may notice the crew at different hours than previously expected.

If you have any questions or concerns regarding this update, please contact [Contact Name] at
[Phone Number] or [Email Address].

Thank you for your cooperation.
Best regards,
[Your Signature]

[Your Job Title]
[Company/Organization Name]



