


Date:
To
[The Recipient Name]
[Address]
Subject: Temporary suspension of services
Respected (Mention the name of the recipient),
ABC Enterprises is very regretful to announce to its valued customers that there will be a temporary suspension of services from 10th January 20XX to 13th January 20XX due to some technical problems in the company.
The manager of the company, who was overseeing all the operations of the company passed away suddenly due to cardiac arrest. His sudden demise put the company in a problem and lots of mismanagement occurred.
We have hired a new manager who has taken over the responsibilities of the previous manager. She is also looking into the technical faults that have occurred unexpectedly.
We are so sorry for this inconvenience. However, we assure you that this is temporary, and we will be back with the same spirit and energy to serve our valued customers with the best quality services. Thank you so much for your cooperation.
Regards.
[Your Name]
[Business Name]
[Address]
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