
HVAC Maintenance and Filter Change 

Reminder 

Dear [Renter's Name], 

This is a friendly reminder that it is time for your scheduled HVAC maintenance and filter 

change. Regular maintenance ensures the efficiency and longevity of your heating and cooling 

system. 

Maintenance Date: [Insert Date] 

Please ensure access to the HVAC unit on this date. If you require a different time, feel free to 

contact us at [Contact Information]. 

Thank you for your attention to this important matter! 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company/Property Management]  

[Contact Information] 


