
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[IT Support Team]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear IT Support Team,  

Subject: Request for IT Support  

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

with an IT issue I am currently experiencing.  

Issue Details:  

- **Description**: [Briefly describe the problem]  

- **Occurrence**: [When did it start happening?]  

- **Frequency**: [How often does it occur?]  

- **Impact**: [How is this affecting your work?]  

I have attempted the following troubleshooting steps:  

1. [List any steps you have taken]  

2. [List any additional steps]  

I would greatly appreciate your guidance in resolving this issue at your 

earliest convenience. Please let me know if you need any further 

information or if there are any specific procedures I should follow.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Department] 


