
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Aquarium Maintenance Request  

I hope this message finds you well. I am writing to request maintenance 

services for my aquarium located at [insert location/address of the 

aquarium].  

Details of the aquarium:  

- Size: [insert size, e.g., gallons]  

- Type of aquarium: [insert type, e.g., freshwater, saltwater, reef, 

etc.]  

- Current issues: [briefly describe any problems or maintenance needs, 

e.g., water clarity, algae buildup, equipment malfunction, etc.]  

I would appreciate it if you could schedule a visit at your earliest 

convenience to assess the situation and provide the necessary 

maintenance. Please let me know your available dates and times.  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company Name, if applicable] 


