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Planned Service Interruption Notice
Prepare a clear occupant notice for a planned service interruption.
Fill every applicable field, confirm the schedule with the work lead, then copy the approved text into your usual
channel.
Notice owner / approval date / distribution list reference

Notice subject and affected area
State the service, building, rooms and users affected.

Schedule and occupant action
Start and expected end with time zone; what occupants should do and available alternatives.

Reason and update promise
Explain the work in plain language; give the next update time and contact for questions.

Working record

Audience / communication
channel

Sent by / time Acknowledgment / follow-up

Work completed or extended / update sent by / time

Send a completion or delay update; do not leave occupants to guess whether service is restored.
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