
MEMORANDUM 

To: [Recipient Name]  

From: [Your Name]  

Date: [Current Date]  

Subject: Software Patch Deployment Notification 

Dear Team, 

This memo is to inform you about the upcoming deployment of a critical software patch 

scheduled for [Deployment Date]. This patch is essential to address [briefly describe the issues 

the patch will resolve]. 

Details of the Deployment: 

• Patch Version: [Version Number] 

• Deployment Window: [Start Time] to [End Time] 

• Systems Affected: [List of Systems] 

Please ensure that any necessary preparations are made ahead of the deployment window. It is 

important to limit actions on the affected systems during this time to prevent any potential issues. 

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

out. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


