
[Your Company Letterhead]  

[Date]  

[Customer's Name]  

[Customer's Address]  

[City, State, Zip Code]  

Dear [Customer's Name],  

Subject: Friendly Service Reminder  

We hope this message finds you well! As part of our commitment to 

providing exceptional service, we wanted to remind you that your next 

scheduled service is coming up on [Date of Service].  

At [Your Company Name], we value your continued trust and want to ensure 

that your [specific service or product] is in optimal condition.  

If you have any questions or need to reschedule, please don't hesitate to 

reach out to us at [Phone Number] or [Email Address].  

Thank you for being a valued customer!  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Contact Information] 


