HVAC Service Request

Date: [Insert Date]

To: [Service Provider Name]

From: [Tenant Name]

Apartment Unit: [Apartment Number]
Email: [Tenant Email]

Phone: [Tenant Phone]

Request Details

| am writing to request HVAC service for my apartment unit. The following issues have been
observed:

Inadequate heating/cooling
Unusual noises from the HVAC unit

Odors coming from the vents
Other: [Specify any other issues]

Preferred Appointment Times

| am available for service appointments at the following times:
e [Insert Available Date & Time 1]
e [Insert Available Date & Time 2]
e [Insert Available Date & Time 3]

Please confirm the appointment at your earliest convenience. Thank you for your prompt
attention to this matter.

Sincerely,

[Tenant Name]



