
Planned HVAC Maintenance Service 

Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. This is to inform you that we will be conducting planned 

maintenance on your HVAC system to ensure its optimal performance and longevity. 

Maintenance Schedule: 

• Date: [Insert Maintenance Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Location: [Insert Location] 

During this time, access to the HVAC system may be limited. Our qualified technicians will be 

performing necessary checks and services to maintain system efficiency. 

We appreciate your understanding and cooperation during this maintenance period. If you have 

any questions or concerns, please do not hesitate to contact us at [Insert Contact Information]. 

Thank you for your attention. 

Sincerely, 

[Your Company Name] 

[Your Company Address] 

[Your Company Phone Number] 

[Your Company Email] 


