
Notice of Service Disruption 

Date: [Insert Date] 

Dear [Customer's Name], 

We are writing to inform you of a scheduled maintenance that will result in a temporary 

disruption of our services. The maintenance is necessary to ensure the continued quality and 

reliability of our services. 

Service Disruption Details: 

• Service Affected: [Specify Service] 

• Date of Disruption: [Start Date] to [End Date] 

• Expected Downtime: [Duration] 

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

work to improve our services. For any urgent matters during this period, please contact our 

support team at [Support Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


