
Service Bulletin 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name or Department] 

Subject: Pressing Service Bulletin 

 

Dear [Recipient Name], 

We are issuing this service bulletin to inform you of important updates regarding [specific 

service or product]. Please take note of the following details: 

Issue Description: 

[Briefly describe the issue that has arisen] 

Recommended Actions: 

[Detail the recommended actions that should be taken in response to the issue] 

Effective Date: 

[Insert effective date of the bulletin] 

Contact Information: 

If you have any questions or need further assistance, please contact us at: 

Email: [Insert Email] 

Phone: [Insert Phone Number] 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Company Name] 

[Company Address] 


