
Friendly Reminder 

Dear [Recipient's Name], 

I hope this message finds you well! I am writing to gently remind you about the pending 

maintenance tasks that are scheduled for completion. We appreciate your attention to these 

matters to ensure everything runs smoothly. 

The tasks pending include: 

• [Task 1] 

• [Task 2] 

• [Task 3] 

If you need any assistance or have questions regarding these tasks, please feel free to reach out. 

Thank you for your cooperation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


