
[Your Company Letterhead]  

[Your Name]  

[Your Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: HVAC Repair Service  

I hope this letter finds you well. We at [Company Name] are committed to 

providing top-notch HVAC repair services to ensure your comfort and 

satisfaction.  

[Briefly describe the issue reported by the client, if applicable.]  

We appreciate your trust in us and want to inform you that we are ready 

to assist with your HVAC needs. Our services include:  

- [Service Type 1]  

- [Service Type 2]  

- [Service Type 3]  

Please feel free to reach out to us at [Phone Number] or [Email Address] 

to schedule a service appointment or for any further inquiries.  

Thank you for choosing [Company Name]. We look forward to serving you.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Company Name] 


