
Follow-Up on Machinery Assessment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

We hope this message finds you well. Following the recent breakdown of the machinery at 

[specific location/site], we conducted an assessment to evaluate the extent of the damage and 

required repairs. 

Our team has completed the preliminary evaluation and we identified the following issues: 

• [Issue 1 Description] 

• [Issue 2 Description] 

• [Issue 3 Description] 

To proceed effectively, we recommend the following actions: 

1. [Recommended Action 1] 

2. [Recommended Action 2] 

3. [Recommended Action 3] 

We would appreciate your feedback on the proposed actions by [insert deadline]. Should you 

require further information or wish to discuss this matter in more detail, please do not hesitate to 

reach out. 

Thank you for your attention to this important matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


