
Emergency System Downtime Update 

Dear [Recipient's Name], 

We would like to inform you about an emergency downtime that has been scheduled for the 

[System Name]. This decision has been made to ensure the integrity and reliability of our 

services. 

Downtime Details: 

• Date: [Start Date] 

• Time: [Start Time] to [End Time] 

• System Affected: [System Name] 

We understand that this may cause inconvenience and appreciate your understanding and 

patience during this time. Our team is dedicated to restoring service as quickly and safely as 

possible. 

If you have any questions or require further information, please do not hesitate to contact us at 

[Contact Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


