Name

Address

City, State, Zip

RE: Maintenance for HVAC Systems


Dear Sirs,

Per your request this is a summary of the review we conducted at (xxxx) building and the results of what we concluded in the meeting.

Discussed and Current State:

That preventative maintenance is a vital part of the on-going operation for the building.  In addition, all the listed equipment on the proposals should be serviced on a regular basis to accomplish the following for you:

· Lower Operating Costs to You

· Improved Energy Usage – resulting in lower costs

· Minimize your downtown and potential discomfort by tenants

· Using a quality contractor reduces your risk and insures peace of mind

Desired State:

The implementation of a comprehensive energy maintenance plan for your building located at (location).  We will commence this work on (Date).

Recommendations:

ABC will initiate the work based on a schedule and inspection detailing the work required.  

Our billing arrangements will coincide with your (agreement) request.

The work schedule is attached and will commence upon your acceptance of the agreement.

As one of the largest companies in the industry we are more than capable and prepared to respond to your needs.  We can serve you within hours of any need you may require.

That is why we offer a complete 100% satisfaction guarantee or your money back!

Our company philosophy of being fanatical about customer service is more than a simple message, it is how we likeour customers to feel after the work has been performed.

To:

John Doe

From:

Gary Elekes
Subject:
Building HVAC Analysis – Energy Analysis Plan

John,

Attached please find the following request to complete the analysis for your heating, and air conditioning evaluation at (location).  We can prepare a thorough evaluation once we consider the following items:

· Major Repairs (parts, labor costs, small tools, other repairs)
________

· Maintenance of Outside Systems




________

· Replacement Costs – New Equipment



________

· Energy Consumption and Costs of Energy


________

· In-House Labor/Benefits Costs (if used)



________

· Tenant Complaints/Issues/Downtown



________

TOTALS





________
To complete an accurate evaluation, we will use a 4-5-year average to be completely objective regarding the data on the facility.  This will help guide us both in determining the best course of action, and if we can actually lower your costs in a fashion that makes economic sense to your company.

We at ABC will be looking forward to serving your needs.

Best Regards,

Gary Elekes
To:

John Doe

From:

Gary Elekes
Subject:
Building HVAC Analysis – Energy Analysis Plan

Dear John,

Based on our earlier conversations to expedite the energy analysis of your building we will need to field verify the systems operation, application, and design.  This process will allow us to assist you in making the most economical and effective decision regarding your HVAC future.

· Evaluate the current systems

· Evaluate the moving parts and components of each system

· Determine airflow, and air duct design

· Determine water flow, balance and design

· Determine system capacity and efficiency – both heating and cooling cycles

· Determine maintenance records – and proper maintenance course ahead

· Specific recommendations for service and repairs that are immediate needs

· Detailed environmental operating report for your final review

In our next meeting we will review the operating report in the last bullet.  Our immediate recommendations and plan to move ahead can be reviewed so the details of your investment can be explored, and you will be in a position to take any next steps.

We at ABC will be looking forward to serving your needs.

Best Regards,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. / Mrs. ________,

ABC Heating & Cooling has been designing, installing and servicing mechanical systems since 1948 in the Phoenix Arizona area.  We cover the entire 6 county area and service over 100 major companies in this area.

We are located in Worthington Ohio and are centrally located inside the Columbus market.

We are truly a 24-hour service company available to you 7 days a week, 365 days a year and we 

· DO NOT charge overtime to our maintenance customers.  

· We have more than one technician on-call at all times

· We answer our phones with a live technician after hours

· We have the capabilities to service virtually any equipment

Our web site is www.ABC.com
And I have enclosed a brochure for your convenience along with my card to give you a brief overview of who we are and why we may be a fit for your company needs.

I will be calling you next week to see if we may arrange a convenient time for use to have a short meeting to discuss your needs.

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

ABC Heating & Cooling has been very successful in supporting companies like yours in Phoenix Arizona in:

· Identifying the energy Costs

· Controlling and reducing those costs

· Improving the life cycle of existing equipment lowering your exposure to risk

· Reducing downtime thus reducing tenant discomforts

· Improving cash flow replacement/leasing options as needed 

It is no secret that time is money and yours is exceptionally valuable, so please be certain that I will be respectful of your time.  Any time we invest together needs to be mutually beneficial and I am confident ABC can save you operating costs and improve your building operational efficiency.

I will be calling on you to set up an appointment next week to see if you may be interested in some of our innovative ideas to save you money.

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for your time to discuss with me your needs on (Date).  It was a pleasure to get to speak with you and learn more about your requirements for (Year).

I have taken the liberty of enclosing some information about ABC and a brochure on energy reduction ideas for commercial buildings.

As you know, ABC is capable of servicing  any style of equipment and we pride ourselves on our track record of customer service.

Since 1947 we have assisted building owners and developers in controlling and improving their building costs, reducing downtime, and improving their cash flow.

If you would like to meet and discuss the possibilities and some of ABC’s innovative ideas, please give me a call.  In the mean time I will stay in touch with you in hopes that during the months ahead we may be of service to your company.

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

In recent years ABC Heating & Cooling has been very successful helping company’s like yours, who are already successful, finding ways to enhance their building HVAC costs by:

· Reducing Failures and costly breakdowns

· Reducing energy usage on existing systems

· Improving your cash flow

· Extended your existing equipment’s life cycle

We have also been successful increasing tenant retention.

If you are interested in discussing how ABC may be able to help your organization please let me know.

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for taking the time to speak with me on the phone (Date).

I look forward to seeing you on (Date) at (Time).

Please let me know if there are any changes in your schedule, and I will call you to confirm the appointment the day prior.

Thank you again!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for taking the time to speak with me on the phone (Date).

I look forward to seeing you on (Date) at (Time).  I have you logged into my day planner.  In the mean time I have enclosed a preliminary brochure explaining our capabilities and a question and answer piece that may prompt a few questions regarding ABC Heating & Cooling.

Please let me know if there are any changes in your schedule, and I will call you to confirm the appointment the day prior.

Thank you again!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for taking the time to meet with me (Date).

It was a pleasure to get to know you and I “Thank You” for the time you granted me.

Please let me know if there are any changes in your HVAC building needs or anything we can do to assist you with your equipment.

Thank you again!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for taking the time to meet with me (Date) and giving ABC the opportunity to discuss your needs.

This will no doubt prove to be a mutually beneficial relationship for both our company’s.

I look forward to working with you!

Thank you again!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for giving ABC the opportunity to serve your needs.

We are excited about the relationship and the opportunity to prove why we are the finest service company in the area.

Please find enclosed my personal contact data, and a list of services we provide.  I will be calling you next week to review our action steps to make sure your company is placed in our “Platinum” club and all your needs are met.

Thank you again!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for giving ABC the opportunity to serve your needs.

Please find attached the fully executed agreement for our two company’s.

As we agreed in our last meeting, ABC has already begun work on the building and will always do our best to serve your best interests.

We are truly dedicated to to becoming your very best vendor partner.  Our theme of fanatical customer service is one of our most important core values.  I look forward to personally serving you and your company.

Thank you again!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for giving ABC the opportunity to serve your needs.

It is with regret your plans do not include ABC for 2025. I appreciate you taking the time to consider our company.

Our pledge that should you require service or assistance on your building still stands.  Should you change your opinion regarding your chosen supplier, we are very interested in your company and the business.

I will stay in touch with you periodically to see how you are progressing.

Thank you again for the opportunity to be a part of your process!

Sincerely,

Gary Elekes
Name

Address

City, State, Zip

Dear Mr. _______

Thank you for giving ABC the opportunity to serve your needs.

It is with regret your plans do not include ABC for 2025 though I understand you intend on not investing in 2025.

I sincerely appreciate you taking the time to consider our company and our proposal.

Our pledge that should you require service or assistance on your building still stands.  

I will stay in touch with you periodically to see how you are progressing.

Thank you again for the opportunity to be a part of your process!

Sincerely,

Gary Elekes
PS: I will drop by to pick-up our agreement on (Date)

Name

Address

City, State, Zip

Dear Mr. _______

Thank you for giving ABC the kind referral.  Rest assured, we will take care of (Name) in exactly the same fashion we have cared for you and all the ABC family of customers.

It is a sincere compliment that you took the time to refer us.

Thank you!

Sincerely,

Gary Elekes
