
Machinery Breakdown Notification 

Date: [Insert Date] 

To: [Management/Specific Recipient's Name] 

From: [Your Name/Your Position] 

Subject: Notification of Machinery Breakdown 

Dear [Management/Recipient's Name], 

I am writing to inform you of a machinery breakdown that occurred on [insert date and time of 

breakdown] at [insert location or department]. The affected machinery is [insert machinery 

name/description]. 

Details of the breakdown are as follows: 

• Type of Machinery: [Insert type] 

• Nature of Breakdown: [Brief description] 

• Impact on Operations: [Describe how it affects operations] 

• Immediate Action Taken: [What has been done so far] 

We are currently assessing the situation and working with [insert maintenance/repair team or 

vendor] to resolve the issue as quickly as possible. We will keep you updated on progress and 

any further actions that may be necessary. 

Thank you for your attention regarding this matter. Please let me know if you require any 

additional information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


