
Stakeholder Advisory: Operational 

Downtime Notification 

Date: [Insert Date] 

Dear [Stakeholder Name], 

We are writing to inform you about an upcoming operational downtime that will affect our 

services. This downtime is necessary to perform essential maintenance and upgrades to our 

systems. 

Downtime Schedule: 

• Date: [Insert Start Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Duration: Approximately [Insert Duration] 

During this period, [describe the services affected]. We understand the importance of these 

services to your operations and apologize for any inconvenience this may cause. 

Our team is committed to minimizing downtime and ensuring a smooth transition once the 

maintenance is complete. We encourage you to reach out with any questions or concerns. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


