
Seasonal HVAC Maintenance Schedule 

Date: [Insert Date] 

To: [Customer Name] 

From: [Your Company Name] 

Subject: HVAC Maintenance Schedule for [Season/Year] 

Dear [Customer Name], 

We hope this message finds you well. As the [upcoming season] approaches, it's essential to 

ensure your HVAC system is operating efficiently. We have scheduled routine maintenance to 

help you achieve optimal performance and energy savings. 

Proposed Maintenance Schedule: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Duration: [Insert Duration] 

• Technician: [Insert Technician Name] 

Please ensure that access to your HVAC unit is available during this time. If you need to 

reschedule, do not hesitate to contact us at [Your Phone Number] or [Your Email Address]. 

Thank you for trusting [Your Company Name] with your HVAC needs. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


