
Service Disruption Diagnostic Report 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you about the recent service disruption that occurred on [Insert Date of 

Disruption]. Our technical team has conducted a thorough diagnostic assessment of the incident. 

Below is a summary of our findings: 

Incident Summary 

On [Insert Date], our system experienced an unexpected outage from [Start Time] to [End Time]. 

During this period, customers were unable to access [Specify Services Affected]. 

Root Cause Analysis 

The primary cause of the disruption was identified as [Insert Cause]. This was compounded by 

[Insert Additional Factors if applicable]. 

Resolution Steps 

Our team took the following steps to resolve the issue: 

• [Insert Step 1] 

• [Insert Step 2] 

• [Insert Step 3] 

Preventive Measures 

To prevent similar incidents in the future, we are implementing the following measures: 

• [Insert Prevention Measure 1] 

• [Insert Prevention Measure 2] 

• [Insert Prevention Measure 3] 



We apologize for any inconvenience this disruption may have caused and appreciate your 

understanding as we work to improve our services. If you have any questions or require further 

information, please do not hesitate to contact us. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


