
[Your Name]  

[Your Title/Position]  

[Your Dealership/Service Center Name]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Customer Name]  

[Customer Address]  

[City, State, Zip Code]  

Dear [Customer Name],  

We hope this letter finds you well! This is a friendly reminder that your 

Volkswagen is due for its service inspection. Regular maintenance is 

essential to ensure your vehicle continues to operate smoothly and 

safely.  

Service Due Date: [Insert Date]  

Mileage at Service: [Insert Mileage]  

Recommended Services:  

- [Service 1]  

- [Service 2]  

- [Service 3]  

To make scheduling convenient for you, we invite you to book an 

appointment at your earliest convenience. You can reach us at [Phone 

Number] or visit our website at [Website URL].  

Thank you for choosing [Your Dealership/Service Center Name]. We look 

forward to assisting you!  

Warm regards,  

[Your Name]  

[Your Title/Position]  

[Your Dealership/Service Center Name] 


