
System Error Clarification Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request clarification regarding a 

system error that occurred on [insert date of incident]. The error message displayed was: "[insert 

error message]." This issue has caused us some concern as it has impacted our operations in 

[describe the affected operations briefly]. 

In order to address this situation effectively, I would appreciate it if you could provide detailed 

information on the following: 

• The cause of the error. 

• Steps being taken to resolve the issue. 

• Expected timeline for resolution. 

• Any actions required from our side. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Email] 

[Your Phone Number] 


