Dear Stakeholders,

We are pleased to inform you of the upcoming technology upgrade scheduled for our systems.
This initiative is part of our commitment to enhancing operational efficiency and improving
service delivery.

Upgrade Schedule:

o Upgrade Start Date: January 15, 2024
e Upgrade End Date: January 30, 2024
o Expected Downtime: January 20, 2024 (24 hours)

Upgrade Details:

The following systems will be updated:
1. Data Management System

2. Customer Relationship Management Software
3. Network Infrastructure

Impact on Operations:
We anticipate minimal disruption during the upgrade. However, we advise you to plan

accordingly as some services may experience limited availability during the scheduled
downtime.

Contact Information:

If you have any questions or concerns regarding this upgrade, please contact our IT department
at it-support@example.com.

Thank you for your understanding and support as we enhance our technological capabilities.
Sincerely,
Your Name

Your Position
Your Company



