
Technical Problem Escalation 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Subject: Urgent Escalation of Technical Issue 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally escalate a technical issue that has 

been affecting our operations since [Insert Date Issue Started]. Despite previous communications 

and attempts to resolve the issue, we have not seen any progress, and the situation has become 

critical. 

The details of the problem are as follows: 

• Issue Description: [Brief description of the problem] 

• Impact: [Describe the impact on operations or business] 

• Error Messages: [List any relevant error messages or codes] 

• Steps Taken: [Outline the steps that have been taken to resolve the issue] 

Given the ongoing impact on our business, I kindly request your immediate attention and 

assistance in resolving this matter. I would appreciate if we could schedule a meeting or a call to 

discuss this issue at your earliest convenience. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


