
Scheduled Equipment Upkeep Notification 

Date: [Insert Date] 

To: [Employee/Team Name] 

From: [Your Name/Department] 

Subject: Scheduled Equipment Upkeep Notice 

Dear [Recipient's Name], 

This is a notification regarding the scheduled upkeep of the following equipment: 

• Equipment Name: [Insert Equipment Name] 

• Location: [Insert Location] 

• Scheduled Date: [Insert Scheduled Date] 

• Time: [Insert Time] 

The maintenance is expected to take [Insert Duration] and will be conducted by [Insert 

Technician/Service Provider Name]. 

Please ensure that any necessary preparations are made and that the equipment is accessible 

during the specified time. If you have any questions or require further assistance, do not hesitate 

to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


