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Write a
powerful
reminder

You can't avoid writing service reminders to your estate agent, landlords,
and private customers even if sometimes it can be a real nightmare.
When you write a service reminder, you need to be sure that it includes
both practical info (address, service type, contact details, etc.) and @
sales pitch (sometimes, inspections are required by law but not always).
We have written two examples that you can use when you set up your
service reminders and a few tips:

Write a concise reminder but remember to
include a short sales pitch.

19990990000

Send your service reminders one month
before the service is due.

Be sure that it includes addresses, contact
information, and the type of service.




Schedule a follow-up call 10 days after if
you don’'t have a response.

Send them at the same time each month.

Automate your service reminders if it's not
already the case.

Complete a job

Earn repeat Send service
business reminder
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Make sure that your logo is on the
top left corner of the letter. Your
branding needs to always be the
same on all platforms

You need to
address the
letter to the
private
customer, so
you need
his/her name
and contact
details

Address

the private
customer
personally to
make the
reminder more
personal and
less generic

In your sales
pitch add a
discount
offer for a
limited time

Private customer
service reminder

Phone numiber on the top right
corner: it's important that it's easy
to see so the client can contact you

)
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® Name your
o service reminder
LOGO tel: 01234 567830 to clearly tell the
customer
what the
o PY reminder
® Mr 5 Mrs Smith () is about
20 High St. (plumbing
London inspection,
electrical
® Dear Mrand Mrs John Smith, conductors
o check, etc.)

Your electrical installation service is due on the 01/12/19.
o ) ) o ) Tell your
It is important to regularly service your appliances to * orivate
maintain your warranty and keep them working smoothly customer that
and efficiently. Appliances that aren't serviced regularly their service is
can cost you more in your energy bills as they operate due. also inform
inefficiently. Our company is specialised in electrical him/her the
services and we will be happy to service the appliance reason why it's
early and include a 5% discount on the service cost. Valid important to
until 01/02/2020. regularly service
® i } their appliances
o To look after your appliances properly, please give us a ete.

call on 01234 567890.

o Don't forget
Regards, @ ® * to spegok
Company Name about your

business and
how you will be
happy to help
your customer

o

Sign your service
reminder



Estate agent/landlord
service reminder

Make sure that your logo is on the
top left corner of the letter. Your
branding needs to always be the

Phone number on the top right
corner: it's important that it's easy

same on all platforms to see so the client can contact you

. ) ¢

_.
You need to
o Name your
address the ) ) :
letter to the service reminder
andlord LOGO tel: 01234 567830 to clearly tell the
' customer
SO you need
hi what the
is/her name ® - rerninder
and contact . :
details ® >0 High St. o is about
London o (plumbing
inspection,
electrical
@® Dear Mrand Mrs Smith, conductors
Address ° o check, etc))
the * You have a number of services due. Please see the below
landlord list to view which of your properties are due.
personally to * Clearly
make the ) ® list the
I’eminder more Mr and Mrs Occupier 56 Main Street, London, 28/11/2019 . OCCUpOht name,
Mr and Mrs Occupier 56 Main Street, London 01/12/2019
pérSOﬂOl Oﬂd Mr and Mrs Occupier 56 Main Street, London 02/12/2019 Oddf‘dests, O?d thi
less generic ate of eac
Just a reminder that getting certain inspections each service due
year is subject to legal obligation.
In your sales ® ®
pitch you o
(r:(;r:wind * Please contact us on 01234 567890 to book in these Add a friendly
the landiord of services, or hit reply to this email. o P ® note with
he legal * any other
;[:med igidti‘jg:; of Regards, infor»r/notion
the service Company Name and how to
contact you in
o regards to the
(] service
o

Sign your service
reminder
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After sales care

Aftr sales care or

Need help automating your reminders?

Commusoft is an all-in-one field service solution that can manage your cus-
tomers, jobs, service reminders, and much more. Easily set up service remind-
ers and rest assured that the system will send them for you automatically. This

frees up your team to focus on other areas of your business and ensures all

reminders get sent on time. To learn more about Commusoft, take a tour on
our website.

Take a Tour
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https://www.commusoft.co.uk/small-business-tour/
https://www.commusoft.co.uk



