
Upcoming Software Upgrade Notification 

Dear [Recipient's Name], 

We are writing to inform you of an upcoming software upgrade scheduled for [Date] at [Time]. 

This upgrade is part of our ongoing commitment to improve our services and ensure the best 

possible experience for our users. 

The new version will include: 

• Enhanced features 

• Improved security 

• Bug fixes 

Please be advised that during the upgrade, [system or service] will be temporarily unavailable. 

We apologize for any inconvenience this may cause and appreciate your understanding. 

If you have any questions or require further assistance, please do not hesitate to contact us at 

[Contact Information]. 

Thank you for your continued support. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


