
Production Delay Notification 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Notification of Production Delay Due to Equipment Malfunction 

Dear [Recipient Name], 

We would like to inform you that we are experiencing a delay in our production schedule due to 

an unexpected equipment malfunction that occurred on [Insert Date of Malfunction]. Despite our 

team's best efforts to resolve the issue promptly, it has impacted our production timeline 

significantly. 

We are currently working diligently with our maintenance team to address the malfunction and 

expect to have the equipment operational by [Insert Estimated Resolution Date]. We understand 

the importance of timely delivery and are taking all necessary steps to minimize the delay. 

We apologize for any inconvenience this may cause and appreciate your understanding during 

this time. We will keep you updated on the progress and notify you once production resumes. 

Thank you for your patience and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


