
Warranty Service Request 

Date: [Insert Date] 

To: [Contractor/Company Name] 

Address: [Contractor/Company Address] 

Subject: Warranty Service Request for Project [Project Name/Number] 

Dear [Contractor/Company Name], 

I am writing to formally request warranty service for issues identified at the [specify location, 

e.g., Commercial Building Name or Project Location]. The construction work was completed on 

[insert completion date] and is covered under the warranty provided. 

Details of the issue(s) observed: 

• [Describe issue 1] 

• [Describe issue 2] 

• [Describe issue 3] 

We request that these issues be addressed at your earliest convenience to ensure the continued 

function and safety of the premises. Please confirm receipt of this request and the next steps in 

scheduling the service. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


