
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Oxygen Tank Replacement Process  

I hope this letter finds you well. I am writing to inquire about the 

process for replacing oxygen tanks provided by [Company/Organization 

Name].  

Please find below the specific details and requests related to the 

replacement:  

1. **Current Tank Information**:  

 - Tank Model: [Model Number]  

 - Serial Number: [Serial Number]  

 - Expiration Date: [Expiration Date]  

2. **Replacement Request**:  

 - Reason for Replacement: [Brief Explanation]  

 - Preferred Replacement Date: [Preferred Date]  

3. **Additional Queries**:  

 - Are there specific steps I need to follow for the replacement?  

 - Is there a service fee associated with this process?  

 - What documentation is required to facilitate the replacement?  

I appreciate your attention to this matter and look forward to your 

prompt response to ensure the continuation of my oxygen supply without 

interruption.  

Thank you for your assistance.  

Sincerely,  

[Your Name] 


