MARMAC STUDIO / WRITING & EDITING

01 / EDITING AN OWNER UPDATE

Considerate and clear.

The Courtyard Residences is an invented community. This sample shows how a rough operational brief becomes a helpful
owner notice.

SOURCE BRIEF

Pool maintenance Monday Nov 9, 2026, 8-noon. Reopening only after inspection. Courtyard lounge open. Office 8-5.
Update by noon even if delayed. Use the resident portal for updates. Office email and phone below are sample
contact details.

EDITED OWNER MESSAGE

Subject: Monday morning pool maintenance
Preview: Closure hours, an alternative space and your next update.

Dear Owners,

A short note to help you plan your Monday morning at The Courtyard. The community pool will be closed on
November 9, from 8 a.m. to noon, while our maintenance team completes scheduled work. The courtyard
lounge will remain open.

We expect the work to finish by noon, but the pool will reopen only after the team has completed its inspection.
We will post an update in the resident portal by noon, even if the reopening time is still being confirmed.

If the closure affects your plans, please contact Residence Services. We will be glad to help you review the
available options. Thank you for your patience while we take care of the pool.

Warm regards,
The Courtyard Residence Services Team

RESIDENCE SERVICES / ILLUSTRATIVE CONTACT DETAILS

owners@thecourtyard.example | +1 202 555 0146
Office hours: 8 a.m.-5 p.m. local time
View maintenance updates: thecourtyard.example/residents/updates

FICTIONAL PORTFOLIO WORK / NOT A CLIENT COMMISSION 1

All property details and contact routes are illustrative. Links are not activated in this sample.



MARMAC STUDIO / WRITING & EDITING

02 / PRE ARRIVAL EMAIL

A thoughtful welcome.

Fictional brief: check-in from 3 p.m.; guest services 7 a.m.-9 p.m.; directions in a private arrival guide. Transfers, early
arrivals and special requests require confirmation.

Subject: Morgan, a few details before your Courtyard stay
Preview: Arrival plans, a useful guide and a team ready to help.

Dear Morgan,

We look forward to welcoming you to The Courtyard. Before you travel, we would be happy to help with
arrival arrangements, so you can settle in and enjoy your first afternoon by the coast.

PLANNING YOUR ARRIVAL

Check-in begins at 3 p.m. Please reply with your expected arrival time and let us know if you would like help
arranging transportation. We will confirm the available options and any charges before making arrangements. If
you hope to arrive earlier, we will be happy to check availability.

A FEW USEFUL DETAILS

Your private arrival guide includes directions, the meeting point and your check-in contact. If you have an
accessibility requirement, dietary preference or a special occasion in mind, please share what would make your
stay more comfortable so we can explain what is available.

View your arrival guide: thecourtyard.example/your-arrival
Explore the dining guide: thecourtyard.example/dining

Please reply if we can help with anything before you arrive. We look forward to meeting you.

Warm regards,
The Courtyard Guest Services Team

stay@thecourtyard.example | +1 202 555 0147 | 7 a.m.-9 p.m. local time
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All property details and contact routes are illustrative. Links are not activated in this sample.



MARMAC STUDIO / WRITING & EDITING

03 / RESIDENT WELCOME

Welcome home.

Fictional owner pre-arrival note. Services, availability, costs and response hours below are concept assumptions, not
promises by an operating property.

Subject: Welcome back, Alex and Taylor
Preview: Let us know your arrival plans and how we can help.

Dear Alex and Taylor,

It will be a pleasure to welcome you back to The Courtyard. As you begin planning your return, our
Residence Services team is here to help with the practical details, leaving you more time to settle into your
home.

Please send us your expected arrival date and approximate time. If you would like assistance with airport
transportation, groceries for your first morning or a housekeeping visit, tell us what you have in mind. We
will share the available arrangements and costs for your approval before anything is booked.

BEFORE YOU RETURN

If friends or family will be joining you, please submit their arrival details through the private resident portal. Our
team can explain the guest registration process and answer questions about access.

View the owner arrival checklist: thecourtyard.example/owners/arrival
Send an arrival request: thecourtyard.example/owners/requests

If there is anything you would like us to know ahead of your visit, simply reply. We look forward to seeing
you again.

Warm regards,
The Courtyard Residence Services Team

owners@thecourtyard.example | +1 202 555 0146 | 8 a.m.-5 p.m. local time
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All property details and contact routes are illustrative. Links are not activated in this sample.
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04 /| PROFESSIONAL SOCIAL WRITING

Two original LinkedIn-format concepts for a hospitality and residential operations audience. These are portfolio
demonstrations, not historical posts or client campaign results.

CONCEPT ONE / ABETTER WELCOME

A guest should not have to search three emails to find out who will meet them.

A thoughtful welcome can be warm and practical at the same time: the confirmed check-in time, a useful
arrival guide and one person to contact if plans change.

Then comes the personal part. Is this a quiet weekend away, a family visit or an occasion worth knowing
about? Ask with care, and explain what the team can arrange before making promises.

The welcome begins before the guest reaches the door. Clear information is one of the first ways a team
can make someone feel looked after.

CONCEPT TWO / KEEPING OWNERS INFORMED

A maintenance notice is also a service moment.

Owners need the practical details: what is affected, how long the work is expected to take and where to
ask for help. If the timing is uncertain, give them the next update time rather than a reopening promise the
team cannot yet make.

A considerate closing matters, too. Acknowledge the inconvenience, name the team handling questions
and make the contact details easy to find.

It takes little extra space to write with care. It can save owners another call and give the operations team a
clearer handoff.
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All property details and contact routes are illustrative. Links are not activated in this sample.
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05 / COMPLETE EDITING EXAMPLE / ORIGINAL

Before the edit.

A fictional client-style draft, created for this exercise. Editorial brief: retain the facts, make the message easier to follow and
use a warm, professional residential tone.

ORIGINAL DRAFT

Dear Owners,

We wanted to get in touch about some things for the upcoming week and to make sure everyone is aware
of what is happening in the community. The courtyard paving work is planned to start on Tuesday,
November 17, and the contractor is expecting it to take three working days, although this is an estimate
and it could change depending on the weather.

During the work the east courtyard entrance will be closed and owners and their guests should use the
west entrance instead. We know this may be inconvenient, and we appreciate your understanding. The
west entrance is available, but we still need to confirm whether the temporary route is suitable for anyone
who uses a wheelchair or needs step-free access.

Please also remember that deliveries should go to reception while the work is taking place. Reception is
open from 8 a.m. to 6 p.m. The Residence Services team can answer questions during those hours. We
will send another update on Wednesday by 4 p.m., even if there is no change to the schedule. Thank you
again for understanding, and please let us know if you have any questions about the work or deliveries.

Regards,
Residence Services

EDITING BOUNDARY

The access question is unresolved in the draft. The edit must flag it without inventing an answer or presenting the estimated
finish as a guarantee.
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All property details and contact routes are illustrative. Links are not activated in this sample.
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06 / COMPLETE EDITING EXAMPLE / REVISED

After the edit.

The same operational facts, with a clearer sequence and less repetition. The unresolved access question is retained and
separately flagged for approval.

Subject: Courtyard paving begins November 17
Dear Owners,
We are sharing the arrangements for next week's courtyard paving so you can plan your visits and deliveries.

Work is scheduled to begin on Tuesday, November 17, and is expected to take three working days, weather
permitting. During that time, please use the west entrance; the east courtyard entrance will be closed.

We are still confirming whether the temporary route provides suitable wheelchair and step-free access. If this
affects you or your guests, please contact Residence Services before your visit so the team can explain the
latest arrangements.

Please direct deliveries to reception during the work. Reception and Residence Services are available from 8
a.m. to 6 p.m.

We will send your next update by 4 p.m. on Wednesday, even if the schedule is unchanged. Thank you for your
patience while the work is under way. If you have questions about access or deliveries, our team will be glad to
help.

Warm regards,
The Residence Services Team

WHY THESE CHANGES HELP

1. Lead with the purpose, then group the schedule, access and deliveries so owners can find what affects them.

2. Remove repeated thanks and invitations to ask questions; keep one considerate closing and the promised update time.
3. Preserve uncertainty: the three-day duration stays an estimate and step-free access remains unconfirmed. Before
sending, verify the year, local time, approved contact details and access plan.
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All property details and contact routes are illustrative. Links are not activated in this sample.



