
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

assistance with the upkeep of our aquarium located at [specific location 

or address].  

We have noticed several issues that require attention, including:  

1. [Briefly describe the first issue]  

2. [Briefly describe the second issue]  

3. [Briefly describe any additional issues]  

To ensure the health and well-being of the aquatic life, as well as the 

overall aesthetic of the aquarium, timely assistance with these matters 

would be greatly appreciated. Please let me know a convenient time for a 

detailed assessment and any upkeep services you can provide.  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Title, if applicable]  

[Your Affiliation, if applicable] 


