
[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

Subject: Important On-Site Contact Information 

Dear [Recipient Name], 

We are writing to provide you with the contact details for our on-site staff members assigned to 

[Project Name/Property Name]. Our team is available to assist you with any immediate 

operational needs, maintenance requests, or emergencies. 

Please find the contact information below: 

• [Staff Member Name] - [Job Title] 

Phone: [Phone Number] 

Email: [Email Address]  

 

• [Staff Member Name] - [Job Title] 

Phone: [Phone Number] 

Email: [Email Address]  

Office Hours: [e.g., Monday - Friday, 9:00 AM to 5:00 PM] 

After-Hours Emergency Line: [Phone Number] 

If you have any questions regarding this information, please do not hesitate to contact our main 

office at [Main Office Phone Number]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name]  


