
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request the creation of a Jira ticket for the 

following issue:  

**Ticket Title**: [Insert concise title of the issue]  

**Description**:  

[Provide a detailed description of the issue, including any relevant 

background information and specific steps to reproduce the issue if 

applicable. Include the impact of the issue on the project/team.]  

**Priority Level**: [Specify priority level such as Low, Medium, High, or 

Critical]  

**Assignee**: [Indicate if there is a preferred assignee, or state if it 

should be assigned to the team]  

**Attachments**: [List any documents or screenshots that are relevant to 

the ticket]  

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

prompt response. Please let me know if you require any additional 

information.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


