
[Your Company/Organization Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Vehicle Inspection Notification  

Dear [Recipient's Name],  

We are writing to inform you that your vehicle, [Vehicle Make and Model], 

registered under license plate [License Plate Number], is due for its 

annual inspection. The inspection will ensure that your vehicle meets all 

safety and emissions standards as mandated by law.  

Inspection Details:  

- Inspection Date: [Scheduled Date]  

- Location: [Inspection Facility Address]  

- Time: [Scheduled Time]  

Please ensure that your vehicle is available and prepared for inspection 

on the scheduled date. If you need to reschedule, kindly contact us at 

[Phone Number] or [Email Address] at your earliest convenience.  

Thank you for your attention to this important matter.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company/Organization Name]  

[Contact Information] 


