This is an example email communication that can be copied and pasted to an email in order to alert users or customers to a planned or unplanned technology related outage.  
	NATIONAL GEEKS, LLC
OFFICIAL COMMUNICATION
“Service/Product” Outage Alert

 Description: Brief service or product outage or what is being effected
 Start Time: Day of Month Year @ Time (example: 24th of May 2009 @ 2:00 AM)
 
Outage Duration:  How long will the service or product be unavailable? And when should it be back online (Example:  2:00 AM to 3:00 AM)
Purpose: Why are you upgrading or doing maintenance “keep it simple”
 
Impact: Users will be unable to access the following services for the duration of this outage:
 
· Provide more information on specific applications or services that may be unreachable during this outage.
· If more than one application or service will be effected please specify
This will not affect users’ ability to access the following services for the duration of the outage:
 
· Will customers or users be able to access anything, explain it here
· This section is mainly used by customers with multiple servers within their environment

As this e-mail originates from an unmonitored alias, please contact Michael Cronin, at (210) 653-1456 for more information.   
 
Thank you,
National Geeks, LLC.

www.nationalgeeks.com


