
Admission Letter for IT Service Interruption 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you about a scheduled 

interruption in our IT services that may affect your access to [specific services or systems] 

during the following period: 

Start Date and Time: [Insert Start Date and Time] 

End Date and Time: [Insert End Date and Time] 

This interruption is necessary to implement critical updates and enhancements to ensure the 

security and reliability of our services. We acknowledge that this may cause inconvenience, and 

we appreciate your understanding and patience during this period. 

For any urgent matters or assistance, please feel free to contact our support team at [Insert 

Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


