
System Downtime Report 

Date: [Insert Date] 

To: [Management's Name] 

From: [Your Name] 

Subject: System Downtime Report 

Overview 

This report outlines the details of the recent system downtime experienced on [Insert Date/Time]. 

Downtime Details 

• Start Time: [Insert Start Time] 

• End Time: [Insert End Time] 

• Total Duration: [Insert Total Downtime] 

• Systems Affected: [List of Affected Systems] 

Cause of Downtime 

[Brief description of the cause of the downtime] 

Impact Assessment 

[Description of the impact on business operations] 

Actions Taken 

[Details of actions taken to resolve the issue] 

Preventative Measures 

[Recommendations for preventing future incidents] 

Conclusion 

We appreciate your understanding during this downtime, and we are committed to preventing 

similar issues in the future. 



Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


