
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient Name]  

[Recipient's Position]  

[BMW Dealership/Service Center Name]  

[Dealership Address]  

[City, State, ZIP Code]  

Dear [Recipient Name], 

Subject: Notification Regarding BMW [Model/Service Issue] 

I hope this letter finds you well. I am writing to bring to your 

attention a matter regarding my BMW [Model Year/Model Name], VIN: 

[Vehicle Identification Number].  

[Briefly explain the issue, service needed, or recall if applicable. 

Include any relevant dates, experiences, or previous communications you 

have had related to this matter.] 

I kindly request your assistance in addressing this matter promptly. 

Please let me know how we can proceed with the necessary steps to resolve 

it, including any appointments or specific documentation you require from 

my side. 

Thank you for your attention to this issue. I look forward to your swift 

response. 

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


