
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

services for the HVAC system at my property located at [Property 

Address].  

The system has been experiencing [describe the issue, e.g., unusual 

noises, failure to heat/cool, etc.], which has resulted in [explain the 

impact, e.g., uncomfortable living conditions, increased energy bills, 

etc.].  

I would appreciate it if you could schedule a technician to assess and 

repair the HVAC system at your earliest convenience. Please let me know a 

suitable time for you to send someone, or if you require any additional 

information from my side.  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name] 


