
Time-Sensitive Repair Assistance Inquiry 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request immediate assistance regarding a 

time-sensitive repair issue that requires urgent attention. 

Details of the issue: 

• Type of Repair: [Specify the type of repair needed] 

• Description of the problem: [Briefly explain the problem] 

• Location of the issue: [Specify the location where the repair is needed] 

• Urgency: [Explain why the repair is time-sensitive] 

Please let me know the earliest possible date for a technician to assess and address this issue. 

Your prompt response would be greatly appreciated, as it will help me to manage the situation 

effectively. 

Thank you for your attention to this matter. I look forward to your swift response. 

Sincerely, 

[Your Name] 


