
Preventative Maintenance Alert 

Dear [Recipient's Name], 

This letter serves as a reminder for the upcoming preventative maintenance scheduled for 

[Equipment/Asset Name] on [Date]. This maintenance is essential to ensure optimal performance 

and longevity of the equipment. 

The following tasks will be performed: 

• [Task 1] 

• [Task 2] 

• [Task 3] 

Please ensure that the necessary preparations are made to facilitate the maintenance process. If 

you have any questions or require further information, feel free to contact us at [Contact 

Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


