
HVAC Machinery Maintenance Plan 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: HVAC Systems Machinery Maintenance Plan 

Dear [Recipient Name], 

As part of our commitment to maintaining optimal performance and longevity of our HVAC 

systems, we are pleased to present the following maintenance plan. 

1. Maintenance Objectives 

• Ensure consistent indoor air quality. 

• Prevent unexpected breakdowns. 

• Extend the lifespan of HVAC equipment. 

2. Maintenance Schedule 

Task Frequency Responsible Person 

Filter Replacement Monthly [Name] 

System Inspection Quarterly [Name] 

Cleansing of Coils Bi-Annually [Name] 

Performance Testing Annually [Name] 

3. Emergency Procedures 

In the event of a system failure, please contact [Emergency Contact] immediately. Response time 

is aimed to be within [Response Time] hours. 

4. Additional Notes 

Regular training will be provided for staff to ensure compliance with safety and operational 

procedures. 

Thank you for your attention to this important maintenance plan. Please feel free to reach out if 

you have any questions or require further details. 



Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Contact Information] 


