
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: HVAC Services Proposal 

I hope this message finds you well. We are pleased to submit our proposal 

for HVAC services tailored to meet your requirements at [Recipient's 

Company Name]. Our team is equipped with the expertise to ensure optimal 

comfort and efficiency. 

Services Offered:  

- HVAC System Installation  

- Routine Maintenance  

- Emergency Repairs  

- Energy Efficiency Audits  

We recommend scheduling a meeting to discuss your specific needs and how 

our services can benefit your organization. Please feel free to contact 

us at [Your Phone Number] or [Your Email Address]. 

Thank you for considering [Your Company Name]. We look forward to the 

opportunity to serve you. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address]  

[Your Company Website] 


