
[Your Company Logo]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. As the seasons change, ensuring a 

comfortable and efficient HVAC system becomes essential for your 

home/business. At [Your Company Name], we specialize in providing top-

notch HVAC services tailored to meet your specific needs.  

We offer a variety of services, including:  

- Routine maintenance and inspections  

- Energy-efficient system installations  

- Emergency repairs  

- Customized HVAC solutions  

To show our appreciation for your trust in us, we are pleased to offer 

you an exclusive [discount/promotion offer] valid until [expiration 

date].  

We would love the opportunity to discuss how we can assist you in 

optimizing your HVAC system. Please feel free to reach out or visit our 

website at [Your Website URL] for more information.  

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

you soon!  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Phone Number]  

[Your Company Email Address] 


