
Important Notification: Software System 

Refresh 

Dear [Team/Department Name], 

We would like to inform you that we will be conducting a refresh of our essential software 

systems on [Date]. This upgrade is aimed at improving performance, enhancing security, and 

providing new features to better serve our needs. 

Key Details: 

• Scheduled Date: [Date] 

• Duration: [Time Frame] 

• Systems Affected: [List of Systems] 

During this time, access to these systems may be limited or unavailable. We appreciate your 

understanding and cooperation as we work to improve our overall software infrastructure. 

If you have any questions or concerns, please do not hesitate to reach out to the IT department at 

[Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


