
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: XDP Diesel Maintenance Scheduling  

We hope this message finds you well. We are reaching out to inform you 

about the upcoming maintenance schedule for the XDP diesel engines in our 

fleet. Regular maintenance is essential to ensure optimal performance and 

reliability. 

**Maintenance Schedule:**  

- **Date:** [Insert Date]  

- **Time:** [Insert Time]  

- **Location:** [Insert Location]  

- **Technician Assigned:** [Insert Technician's Name]  

**Scope of Work:**  

- Inspection of fuel system  

- Oil and filter changes  

- Exhaust system check  

- Electrical system diagnostics  

- Performance testing  

Please ensure that all necessary preparations are made prior to the 

scheduled date. If you have any questions or require adjustments to the 

schedule, feel free to reach out to us at [Your Contact Number] or [Your 

Email Address]. 

Thank you for your attention to this matter, and we appreciate your 

cooperation in maintaining our diesel engines in optimal condition. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


