[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
[Season] is coming, and that means it’s time for [the seasonal service — furnace tune-up, spring cleanup, AC check].
As a past customer, you can book ahead of the rush: call [phone] or reply to this letter and we’ll get you on the schedule at your convenience.
Thank you for your business — we look forward to seeing you again.
Sincerely,

[Your name]
[Title · Your company]
