Date: [Insert Date]
To: [Recipient Name/All Residents]
From: [Your Name/Property Management]
Subject: Notice of Comprehensive Spring Cleaning and Annual Property Assessment
Dear [Resident Name/Team Members],
As we transition into the new season, we will be conducting our annual Comprehensive Spring
Cleaning and Property Assessment. This initiative is designed to ensure the longevity of the
facility, maintain safety standards, and provide a refreshed environment for everyone.
Schedule:
o Start Date: [Insert Date]
o Estimated Completion: [Insert Date]
e Assessment Walkthrough: [Insert Date/Time]
The Spring Cleaning phase will include:
e Deep cleaning of all common areas and high-traffic surfaces.
e Window washing (interior and exterior).
o HVAC filter replacements and vent dusting.
o Exterior power washing and debris removal.
The Property Assessment phase will focus on:
e Inspection of plumbing, electrical, and structural integrity.
o Testing of smoke detectors and fire safety equipment.
o Identification of any necessary repairs or preventative maintenance.
e Review of storage areas and inventory.
Action Required:
To facilitate a thorough assessment, we kindly ask that you:
1. Clear any personal items from shared hallways or common zones.
2. Report any known maintenance issues via [Insert Method/Portal] prior to [Insert Date].

3. Ensure clear access to [Specific Areas, e.g., utility closets or balconies].

We appreciate your cooperation in keeping our environment clean, safe, and well-maintained. If
you have any questions regarding this schedule, please contact [Insert Contact Info].

Sincerely,



[Your Signature]
[Your Printed Name]
[Your Title/Role]



