IT Maintenance Plan Overview

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Overview of IT Maintenance Plan

Dear [Recipient Name],
We are pleased to present the overview of our IT maintenance plan designed to ensure the

optimal performance and security of our IT infrastructure. This plan outlines the key components
and schedule for routine maintenance.

Plan Objectives
e Ensure system reliability and uptime

« Enhance data security and integrity
e Reduce operational costs through preventative maintenance

Maintenance Schedule

The following schedule outlines the maintenance activities:

Activity Frequency | Responsible Team
System Updates Monthly  [IT Support Team
Backup Verification \Weekly Data Management Team
Security Audits Quarterly |Security Team

Contact Information

If you have any questions or require further details, please feel free to contact me at [Your
Email] or [Your Phone Number].

Thank you for your attention to this important matter.

Sincerely,



[Your Name]
[Your Position]
[Your Company]



