
Date: [Insert Date] 

Dear Residents, 

In observance of the Winter Holidays, please be advised that the Leasing Office will be closed 

on the following dates: 

• [Insert Date] - Closed 

• [Insert Date] - Closed 

• [Insert Date] - Reopening at [Insert Time] 

During this time, all office services, including package receiving and general inquiries, will be 

unavailable. We will resume normal business hours on [Insert Date]. 

Emergency Maintenance: 

If you experience a maintenance emergency (such as a major water leak, fire, or total loss of 

power), please call our emergency line at: [Insert Phone Number]. 

For non-emergency requests, please submit a ticket through the online resident portal, and we 

will address it once the office reopens. 

We wish you a safe and happy holiday season! 

Best regards, 

Management Team 

[Insert Property Name]  


