
Priority Repair Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you that a priority repair has been scheduled for your [specify item/area 

needing repair] due to [briefly explain reason for priority]. Our service team will be addressing 

this issue as a priority to ensure your complete satisfaction. 

Repair Details: 

• Scheduled Date: [Insert Date] 

• Time: [Insert Time] 

• Technician: [Insert Technician Name] 

We appreciate your cooperation and understanding as we work to resolve this matter promptly. 

Should you have any questions or require further assistance, please do not hesitate to contact us 

at [Insert Phone Number] or [Insert Email Address]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


