[Your Name]
[Your Address]

[City, State, ZIP Code]
[Email Address]

[Phone Number]
[
[
[

HVAC Company Name]

Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

Subject: HVAC Repair Appointment Request

I hope this message finds you well. I am writing to request an
appointment for HVAC repair services at my residence located at [Your
Address] .

The issue I am experiencing includes [briefly describe the problem, e.g.,
"the heating system is not functioning properly" or "the air conditioning
is making unusual noises"]. I would appreciate your expertise in
resolving this matter at your earliest convenience.

Please let me know your availability for the coming days, and I will do
my best to accommodate.

Thank you for your assistance. I look forward to hearing from you soon.
Sincerely,

[Your Name]



