
Technical Support Request 

Date: [Insert Date] 

To: [Support Team/Company Name] 

From: [Your Name] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

Dear Technical Support Team, 

I am writing to request assistance with a software issue I am currently experiencing. Below are 

the details of the problem: 

Issue Description: 

[Describe the issue you are facing in detail] 

Steps to Reproduce: 

1. [Step 1] 

2. [Step 2] 

3. [Step 3] 

Expected Outcome: 

[What you expect to happen] 

Actual Outcome: 

[What actually happens] 

Additional Information: 

[Any other relevant information, such as error messages or screenshots] 

I would appreciate your prompt assistance in resolving this issue. Thank you for your attention to 

this matter. 



Sincerely, 

[Your Name] 

[Your Position, if applicable] 


