
Dear Residents, 

In observation of the upcoming holiday season, please be advised that the Leasing Office will 

have adjusted operating hours. Please take note of the following schedule: 

• Christmas Eve: [Insert Hours/Closed] 

• Christmas Day: [Insert Hours/Closed] 

• New Year's Eve: [Insert Hours/Closed] 

• New Year's Day: [Insert Hours/Closed] 

Regular office hours will resume on [Insert Date]. 

While the office is closed, rent payments can still be made via the online resident portal or the 

secure drop box. For any life-threatening emergencies, please call 911. For urgent maintenance 

requests that cannot wait until regular business hours, please contact our after-hours emergency 

line at [Insert Phone Number]. 

We wish you and your loved ones a wonderful and safe holiday season! 

Best regards, 

The Management Team 

[Insert Apartment Complex Name] 


