Dear [Support Team/Recipient's Name],

I hope this message finds you well. I am writing to inquire about an issue we are experiencing
with [Software Name/Version] that has been affecting our operations.

Details of the issue:
o Description: [Briefly describe the issue]
o Date of occurrence: [Date]

o Impact: [Describe how it affects your work]

We have attempted the following troubleshooting steps:

e [Step1]
e [Step 2]
e [Step 3]

Could you please provide guidance on how to resolve this issue? Any assistance or updates you
can offer would be greatly appreciated.

Thank you for your attention to this matter. | look forward to your prompt response.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



