
Scheduled Utility System Evaluation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to inform you of the scheduled evaluation of the utility system at 

[Location/Facility]. This evaluation is part of our ongoing efforts to ensure that our systems 

operate efficiently and meet current regulatory standards. 

The evaluation is scheduled for [insert date and time]. Our team will conduct a thorough 

assessment of all systems including [list specific systems, e.g., electrical, water, gas]. The 

estimated duration of this evaluation is [insert estimated time]. 

We ask that you ensure access to all relevant areas and systems during this time. Should you 

need to reschedule or have any questions, please do not hesitate to contact us at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


