
Urgent Technical Issue Escalation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

From: [Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 

Dear [Recipient's Name], 

I am writing to formally escalate a critical technical issue that is currently causing a significant 

disruption in our customer service operations. Despite previous attempts to resolve this issue, it 

remains unresolved, severely impacting our ability to serve our clients effectively. 

Details of the issue are as follows: 

• Issue Description: [Brief description of the issue] 

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

• Impact on Operations: [Describe the impact] 

• Previous Attempts to Resolve: [Outline actions taken] 

Given the urgency of this situation, I kindly request your immediate attention and assistance in 

resolving this matter. Our team is eager to collaborate with your technical support team to 

expedite a solution. 

Please let me know a suitable time for a follow-up call to discuss this further. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


