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WARRANTY SERVICE
SAMPLE REQUEST LETTER

Los Angeles Community College District
770 Wilshire Blvd.

Los Angeles, CA 90017

Date:

(Date)

To:

(Contractor or Identified Contract)

Subject:
(Product or Work Item)

The above identified product/work item has failed. Per the Warranty/Guarantee service and maintenance contract, please consider this an official request for service. We request that you respond to us by (date), so that we may minimize the extent of down time.
We appreciate your prompt response to this request. If you have any questions, please contact me at (telephone number).

Campus Facilities Manager
cc:
Bond Company, if appropriate
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