Resource Upgrade Notification

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]
Subject: Notification of Resource Upgrade
Dear [Recipient Name],
We are excited to inform you that we will be upgrading our resources to better serve your needs.
The upgrade will include enhancements to [specify resources, e.g., software, hardware, etc.] and
is scheduled to take place on [insert date].
The key benefits of this upgrade include:
o [Benefit 1]
o [Benefit 2]
o [Benefit 3]
Please note that during the upgrade process, there may be temporary disruptions in service. We
apologize for any inconvenience this may cause and appreciate your understanding as we work

to improve our services.

If you have any questions or require further assistance, please do not hesitate to reach out to us at
[insert contact information].

Thank you for your continued support.
Sincerely,
[Your Name]

[Your Position]
[Your Company]



