
Important Announcement: Planned Software 

Update 

Dear [Team/Users], 

We are writing to inform you about a scheduled software update that will take place on [Date] 

from [Start Time] to [End Time]. This update is essential to enhance the functionality and 

security of our system. 

During this time, [Specific Software/Service] may be temporarily unavailable. We apologize for 

any inconvenience this may cause and recommend that you save your work and log out before 

the update begins. 

The key improvements include: 

• Enhancements in performance and speed. 

• New features that improve user experience. 

• Security fixes to ensure data protection. 

If you have any questions or need assistance, please do not hesitate to reach out to our support 

team at [Support Email/Phone Number]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 


