
[Your Name]  

[Your Position]  

[Your Company]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[IT Support Team]  

[Company Name]  

[Company Address]  

Subject: Request for IT Support  

Dear IT Support Team,  

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

with [briefly describe the issue, e.g., "a software malfunction," 

"network connectivity problems," "login issues," etc.].  

Details of the issue:  

- **Date and Time of Occurrence:** [Specify date and time]  

- **Affected Device/Software:** [e.g., laptop, desktop, application name]  

- **Error Messages (if any):** [Include any error messages]  

- **Steps Taken to Resolve the Issue:** [Briefly list any troubleshooting 

steps you've already attempted]  

Please let me know if you require any additional information. I 

appreciate your attention to this matter and look forward to your prompt 

response.  

Thank you for your assistance.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


