
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[IT Support Team Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear IT Support Team, 

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

regarding [briefly describe the issue, e.g., "a recurring software error 

on my workstation"].  

Details of the issue are as follows:  

- **Device Type:** [e.g., Laptop/Desktop]  

- **Operating System:** [e.g., Windows 10, macOS Monterey]  

- **Description of the Problem:** [e.g., "The application crashes when I 

attempt to open it."]  

- **Steps Taken:** [e.g., "I have restarted the device and reinstalled 

the software, but the issue persists."]  

Please let me know if you require any further information to assist in 

resolving this issue. I appreciate your prompt attention to this matter. 

Thank you for your help. 

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Department] 


