
HVAC System Maintenance Request 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Your Name] 

Subject: HVAC System Maintenance Request 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request maintenance for the HVAC 

system located at [insert address or location]. We have noticed that [describe the issue, e.g., it is 

not heating/cooling properly, there are strange noises, etc.]. 

Given the importance of maintaining a comfortable environment, I would appreciate it if you 

could schedule a maintenance visit at your earliest convenience. Please let me know what date 

and time would work best for your team. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


