
System Upgrade Impact Assessment 

Notification 

To: [Team Name] 

Date: [Insert Date] 

From: [Your Name] 

Subject: Impact Assessment of Upcoming System Upgrade 

Introduction 

Dear Team, 

As part of our ongoing efforts to improve our systems and enhance productivity, we are planning 

a system upgrade scheduled for [Insert Upgrade Date]. This letter aims to evaluate the potential 

impacts on our operations and outline the necessary preparations. 

Impact Assessment 

• Operational Downtime: Expected downtime duration is [X hours/days]. 

• Team Responsibilities: [Specific responsibilities or actions required from the team]. 

• Data Integrity: Measures will be taken to ensure no data loss occurs during the upgrade. 

• Training Needs: [Any training sessions planned post-upgrade]. 

Next Steps 

Please review the assessments above and prepare any questions or concerns by [Insert Feedback 

Deadline]. A follow-up meeting will be scheduled to discuss the impact in more detail. 

Conclusion 

We appreciate your cooperation as we implement this system upgrade. Your feedback is crucial 

to ensuring a smooth transition. 

Best Regards, 

[Your Name] 

[Your Position] 


