
[Date] 

[Tenant/Resident Name] 

[Property Address] 

[Unit Number]  

Subject: Scheduled Roof Inspection and Maintenance 

Dear [Tenant Name], 

With the rainy season approaching, we would like to ensure that your residence remains safe and 

dry. To prevent potential leaks or water damage, we have scheduled a professional roof 

inspection and gutter cleaning for your building. 

Inspection Details: 

• Date: [Date of Inspection] 

• Time: [Time Window, e.g., 9:00 AM - 1:00 PM] 

The maintenance team will be checking for loose shingles, clearing debris from gutters, and 

ensuring all drainage systems are functional. In most cases, work will be performed on the 

exterior of the building; however, workers may need access to the property perimeter. 

Please ensure that any balconies or walkways are clear of personal items that may obstruct the 

crew. If you have already noticed any signs of moisture or water spots on your ceiling, please 

contact the management office immediately so we can prioritize your unit. 

Thank you for your cooperation in maintaining the property. 

Sincerely, 

[Your Name/Property Manager Name] 

[Company Name] 

[Phone Number]  


