Date: [Insert Date]

To: [Contractor Name/Company Name]
Address: [Contractor Address]

Subject: Updated Maintenance Contact Information
Dear [Contact Person Name],

This letter is to formally notify you of an update regarding our maintenance contact personnel.
Effective [Effective Date], please direct all maintenance requests, scheduling inquiries, and
service-related correspondence to the following individual:

e Primary Contact Name: [New Contact Name]
o Position: [Job Title]

e Phone Number: [Phone Number]

e Email Address: [Email Address]

For urgent or after-hours emergencies, please continue to use the following protocol: [Insert
Emergency Protocol/Number].

Please update your records accordingly to ensure that there are no delays in communication or
service delivery. All invoices and billing inquiries should continue to be sent to [Billing
Department/Email] unless otherwise notified.

Thank you for your continued partnership and professional service.
Sincerely,
[Your Name]

[Your Title]
[Your Company Name]



