
Technology Refresh Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Upcoming Technology Refresh 

Dear [Recipient's Name], 

We are writing to inform you that our organization will be implementing a technology refresh 

within the next few weeks. This initiative aims to enhance our operational efficiency and ensure 

that all team members have access to the latest technology. 

The refresh will include updates to [list specific technologies, e.g., computers, software, 

networks]. The expected timeline for the rollout is [insert timeline]. 

During this process, we will do our best to minimize disruptions. However, there may be brief 

periods of downtime as systems are updated. We appreciate your understanding and cooperation. 

If you have any questions or concerns regarding this refresh, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


