
Notification of Upcoming System Upgrade 

Dear Stakeholders, 

We are writing to inform you about an upcoming upgrade to our system, scheduled to take place 

on [Insert Date]. This upgrade is essential to enhance our system's performance, security, and 

features. 

Key details of the upgrade: 

• Scheduled Date: [Insert Date] 

• Time: [Insert Time] (UTC) 

• Expected Downtime: [Insert Duration] 

• Impacted Systems: [List Systems] 

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

this time. Our team will work diligently to minimize the impact on your operations. 

For any questions or concerns, please do not hesitate to reach out to us at support@example.com. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

mailto:support@example.com

