
HVAC Service Check and Filter Change 

Dear [Tenant's Name], 

We hope this message finds you well. This is to inform you that we will be performing a routine 

HVAC service check and filter change in your unit on [Date] at [Time]. 

During this service, our qualified technician will: 

• Inspect the HVAC system for any issues. 

• Replace the air filter to ensure optimal air quality. 

• Provide any necessary maintenance or repairs. 

Please ensure that the area around the HVAC unit is accessible. If you have any pets, kindly 

secure them to ensure their safety during the service. 

If you have any questions or concerns, don't hesitate to reach out at [Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


