
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[IT Department]  

[Company/Organization Name]  

[Department Address]  

[City, State, Zip Code]  

Dear IT Department, 

Subject: Request for Assistance with Technical Issues 

I hope this message finds you well. I am writing to formally report a 

technical issue I am currently experiencing with [describe the issue, 

e.g., "my computer," "the company website," "the email system," etc.].  

The problem arose on [insert date] and has since [explain the impact, 

e.g., "prevented me from accessing important files," "interrupted my 

workflow," etc.]. Specifically, [provide detailed information about the 

issue, including error messages, steps taken to resolve it, etc.]. 

I kindly request your assistance in resolving this matter at your 

earliest convenience, as it is affecting my productivity. Please let me 

know if you need any further information from my side. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Department]  

[Company/Organization Name] 


