
Boiler Maintenance Checklist Notification 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name / Company Name] 

Subject: Reminder for Boiler Maintenance Checklist Completion 

Dear [Recipient Name], 

This is a friendly reminder to complete the boiler maintenance checklist as part of our ongoing 

commitment to ensuring safety and efficiency. The checklist is essential for identifying potential 

issues and maintaining optimal operation. 

Boiler Maintenance Checklist 

• Check water level and leaks 

• Inspect safety valve and pressure gauge 

• Clean burner and combustion chamber 

• Test emergency shutdown function 

• Examine flue for obstructions 

• Record operating pressures and temperatures 

• Review operating instructions and maintenance records 

Please ensure that the checklist is completed by [insert deadline date]. Should you have any 

questions or require assistance, feel free to contact us. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


