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Request Letter for Replacement of Equipment ﻿
[sender name]
[address]
[date]
[recipient name]
[address]
Subject: Request letter for Replacement of Equipment
Dear Mr. [name]
I am writing on behalf of [name] gymnasium in reference to the replacement of the damaged equipment we received on [date]. We have been your clients since [year] and have always found the quality of your products and your customer service to be excellent which is why we entered into a contract with you and selected you as our primary supplier and it is safe to say that we have never been disappointed. Your professionalism, quality of service, and after-sales support have been excellent.
Last week we placed an order for two elliptical machines model number[number] and one set of weights. We received the delivery today but the dials on the machines were damaged which was pointed out to your delivery team on the spot who guided us to send this request in writing. According to our contract, you are obliged to replace any equipment damaged during delivery within one week. So we would like to request you to replace these damaged elliptical machines within this timeframe.
Thank you for taking the time to read the letter. We are looking forward to a positive and speedy response from your side.
Sincerely.
[Your Name]
[Address]
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