
Maintenance Performance Assessment 

Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a performance assessment of 

our maintenance operations at [specify area or equipment]. The evaluation is crucial for us to 

ensure optimal performance and to identify any areas that may require improvement. 

We would appreciate it if you could cover the following key aspects in your assessment: 

• Maintenance response times 

• Equipment downtime analysis 

• Cost-effectiveness of maintenance practices 

• Compliance with safety standards 

• Overall maintenance quality and efficiency 

We would prefer to have the assessment completed by [insert desired completion date], but we 

are open to discussing a timeline that works best for your team. 

Thank you for your attention to this matter. Please feel free to reach out to me directly at [your 

phone number] or [your email address] if you have any questions or require further information. 

Looking forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


