
Temporary Production Suspension Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you of a temporary suspension of production at our facility located at 

[Facility Address]. This suspension will be effective from [Start Date] to [End Date] due to 

[Reason for Suspension]. 

During this period, we will be taking necessary measures to [Describe Actions Being Taken, e.g., 

maintenance, upgrades, etc.]. We expect to resume normal operations on [Expected Resumption 

Date]. 

We understand the inconvenience this may cause and appreciate your patience and understanding 

in this matter. If you have any questions or require further information, please feel free to contact 

us at [Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


