
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Request for Oxygen Tank Replacement  

1. **Introduction**  

 - Briefly introduce yourself and the purpose of the letter.  

 - Mention your relationship with the company/organization.  

2. **Reason for Replacement**  

 - Explain why the oxygen tank needs to be replaced (e.g., expiration, 

damage, reduced performance).  

 - Provide any relevant details or observations.  

3. **Specifications**  

 - List the specifications of the current oxygen tank (size, type, etc.).  

 - Include any specific requirements for the new tank.  

4. **Urgency of Request**  

 - State why it is important to replace the tank promptly.  

 - Mention any health or safety concerns associated with delaying the 

replacement.  

5. **Request for Assistance**  

 - Ask for the next steps in the process or any forms needed to 

facilitate the replacement.  

 - Offer your availability for further discussion or clarification.  

6. **Closing**  

 - Thank the recipient for their attention to this matter.  

 - Provide your contact information again.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


