
[Your Company/Organization Letterhead]  

[Date] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code] 

Subject: VHF Radio Routine Maintenance Notification 

Dear [Recipient Name], 

We are writing to inform you of the upcoming routine maintenance 

scheduled for our VHF radio communication systems. This maintenance is 

crucial to ensure the reliability and functionality of our radio 

equipment. 

**Maintenance Details:** 

- **Date and Time:** [Insert scheduled date and time]  

- **Location:** [Insert location of equipment]  

- **Duration:** [Estimate duration of maintenance]  

- **Maintenance Team:** [Name of maintenance team or personnel]  

**Scope of Work:** 

- Inspection of VHF radio hardware and accessories  

- Testing of radio performance and signal strength  

- Cleaning and servicing of equipment  

- Replacement of any worn or defective parts  

We kindly ask that you ensure access to the equipment and that all 

unnecessary personnel are informed about the maintenance schedule. Please 

feel free to reach out to us if you have any questions or require further 

information regarding this maintenance. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Contact Information]  

[Your Email Address] 


