
Technical Issue Resolution Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Resolution of Technical Issue 

Dear [Recipient's Name], 

I am writing to formally request assistance in resolving a technical issue that I have encountered. 

The details of the issue are as follows: 

• Issue Description: [Brief description of the issue] 

• Date and Time of Occurrence: [Insert date and time] 

• Impact: [Explain how this issue affects operations or productivity] 

• Steps Taken to Resolve: [List actions you have already attempted] 

I would appreciate your prompt attention to this matter, as it is crucial for [explain why 

resolution is important]. If you require any further information, please do not hesitate to contact 

me at [Your Phone Number] or [Your Email Address]. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


