
**Subject: Upcoming System Upgrades Notification** 

Dear Team, 

We are excited to inform you about the upcoming system upgrades scheduled 

for [Date]. This initiative aims to enhance our operational efficiency 

and improve overall performance. 

**Upgrade Details:** 

- **Start Date:** [Start Date] 

- **End Date:** [End Date] 

- **Affected Systems:** [List of Affected Systems] 

- **Downtime Expected:** [Estimated Downtime] 

- **Impacted Users:** [Department/Users Affected] 

**What You Need to Do:** 

1. Save your work and log out of the affected systems by [Time]. 

2. Attend the information session on [Date & Time] for more details and 

to address any questions you may have. 

3. Reach out to the IT support team at [Email/Phone Number] if you have 

any urgent concerns. 

We appreciate your cooperation and understanding as we work to enhance 

our systems. 

Best regards,  

[Your Name]  

[Your Position]  

[Your Contact Information] 


