
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Service Center Name]  

[Service Center Address]  

[City, State, Zip Code]  

Dear [Service Manager's Name],  

Subject: Request for Car Service  

I hope this letter finds you well. I am writing to schedule a service 

appointment for my vehicle, [Make, Model, Year], with VIN [Vehicle 

Identification Number].  

I would like to address the following issues:  

1. [Describe the first issue]  

2. [Describe the second issue]  

3. [Describe any additional issues]  

Please let me know available dates for the service, as well as any 

necessary preparations I should undertake prior to bringing in my 

vehicle.  

Should you require further details or clarification, please do not 

hesitate to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for your attention to this matter. I look forward to your 

prompt reply.  

Sincerely,  

[Your Name] 


