
[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 a thorough 

inspection of the HVAC equipment at my property located at [Property 

Address].  

As the seasons change, I want to ensure that the heating and cooling 

systems are functioning efficiently to maintain a comfortable 

environment. I would appreciate it if you could schedule an appointment 

for the inspection at your earliest convenience.  

Please let me know what dates and times are available, and any 

preparations I should make prior to your visit.  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


