
Routine Maintenance Reminder 

Dear [Recipient's Name], 

We hope this message finds you well. This is a friendly reminder that your scheduled routine 

maintenance is due soon. Please see the details below: 

Maintenance Type: [Type of Maintenance] 

Scheduled Date: [Date] 

Location: [Location] 

It is important to keep up with routine maintenance to ensure the longevity and efficiency of your 

[Equipment/Property/Vehicle]. Please confirm your availability for this appointment or inform 

us if rescheduling is necessary. 

Thank you for your attention to this matter. We look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


