
Urgent Machinery Repair Request 

Date: [Insert Date] 

To: [Service Provider's Name] 

From: [Your Company Name] 

Subject: Urgent Request for Machinery Repair 

Dear [Service Provider's Name], 

I am writing to urgently request the repair of our machinery, [Machine Name/Model], located at 

[Location]. The machine has encountered a malfunction that has disrupted our operations and 

requires immediate attention. 

Details of the issue: 

• Nature of the problem: [Brief description of the issue] 

• Date of occurrence: [Insert Date] 

• Impact on operations: [Brief explanation] 

We kindly request your prompt response to this matter and an estimated time for the repair. 

Please contact me directly at [Your Phone Number] or [Your Email] for any further details 

needed. 

Thank you for your immediate attention to this urgent request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Company Phone Number] 


