
Quarterly Service Check-In 

Date: [Insert Date] 

Dear [Client's Name], 

We hope this message finds you well. As part of our commitment to providing excellent service, 

we conduct quarterly check-ins to assess your needs and ensure that everything is running 

smoothly. 

Service Overview 

During this check-in, we would like to review the following: 

• Service usage and performance 

• Any issues or concerns 

• Future needs and opportunities 

Next Steps 

Please reply to this email or call us at [Insert Phone Number] to schedule a convenient time for 

your check-in meeting. Your feedback is valuable to us and helps us serve you better. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


