
Maintenance Reminder for Workshop 

Equipment 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Reminder for Scheduled Maintenance of Workshop Equipment 

Dear [Recipient Name], 

This is a friendly reminder regarding the upcoming maintenance for the following workshop 

equipment: 

• [Equipment 1] - Maintenance Date: [Insert Date] 

• [Equipment 2] - Maintenance Date: [Insert Date] 

• [Equipment 3] - Maintenance Date: [Insert Date] 

Please ensure that all equipment is available for maintenance and inform your team members 

accordingly. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


