Proactive Maintenance Schedule

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Proactive Maintenance Schedule for Event Equipment

Dear [Recipient's Name],

To ensure the optimal performance and longevity of our event equipment, we have established a

proactive maintenance schedule. This schedule is designed to minimize downtime and enhance
the reliability of our equipment during events.

Scheduled Maintenance Overview:

o Weekly Inspections: All equipment will be inspected every Monday.
e Monthly Service: Detailed servicing on the first Monday of each month.
e Quarterly Reviews: Comprehensive system checks every three months.

Equipment List:

e Audio Equipment

e Lighting Systems

e Video Equipment

o Stage Setup

Please ensure that all team members are informed about this proactive maintenance schedule.
Our goal is to provide seamless and high-quality event experiences.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Contact Information]



