
[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[IT Support Team/Department]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

with [briefly describe the issue you are facing, e.g., "a technical issue 

with my laptop" or "accessing a specific software application"]. 

Details of the Issue:  

- **Description:** [Provide a detailed description of the problem]  

- **Date/Time Occurred:** [When did this issue start?]  

- **Steps Taken:** [List any steps you've already taken to troubleshoot 

the problem]  

I would appreciate it if you could look into this matter at your earliest 

convenience. If you require any additional information, please do not 

hesitate to contact me. 

Thank you for your assistance. 

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


