
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Service Department Manager]  

[Dealership Name]  

[Dealership Address]  

[City, State, Zip Code]  

Dear [Service Department Manager's Name],  

I hope this message finds you well. I am writing to schedule a service 

appointment for my Volkswagen vehicle, [Model and Year], with VIN 

[Vehicle Identification Number].  

I have noticed [describe the issue or service needed, e.g., unusual 

noises, warning lights, routine maintenance], and I believe it is best to 

have it inspected by a professional.  

Could you please let me know your available dates and times for the 

service appointment? Additionally, if there are any specific documents or 

information you need me to bring, kindly inform me.  

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

Best regards,  

[Your Name]  

[Your Contact Information] 


