
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: DNS Server Troubleshooting Request  

I hope this message finds you well. I am writing to seek assistance 

regarding an issue we are currently experiencing with our DNS server.  

**Issue Overview**:  

- **Description**: [Briefly describe the issue, e.g., inability to 

resolve domain names, slow response times, etc.] 

- **Impacted Services**: [List any services affected by the DNS issue, 

e.g., website access, email delivery] 

- **Error Messages**: [Include any specific error messages received, if 

applicable] 

**Current Setup**:  

- DNS Server IP(s): [List current DNS server IP addresses]  

- Operating System: [Specify the OS of the DNS server]  

- Recent Changes: [Mention any recent changes to the DNS configuration, 

if any] 

**Troubleshooting Steps Taken**:  

- [Step 1: e.g., Restarted DNS service]  

- [Step 2: e.g., Cleared DNS cache]  

- [Step 3: e.g., Verified server connectivity]  

We would greatly appreciate your guidance on resolving this matter 

urgently, as it has disrupted [specific operations or services]. Please 

let us know a convenient time for a call or remote session to proceed 

with the troubleshooting.  

Thank you for your assistance.  

Best Regards,  

[Your Name]  

[Your Position]  

[Your Company Name] 


