Immediate Maintenance Advisory

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Immediate Maintenance Required
Dear [Recipient's Name],

We hope this message finds you well. This letter serves as an immediate advisory regarding
necessary maintenance that requires your attention.

It has come to our attention that [describe the issue briefly]. We believe that this matter should be
addressed as soon as possible to prevent any further complications.

We recommend that the following actions be taken:

e [Action 1]
e [Action 2]
e [Action 3]

We urge you to schedule this maintenance at your earliest convenience. Please contact us at
[Your Contact Information] to discuss further steps or if you have any questions.

Thank you for your immediate attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



