
IT Support Services Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: IT Support Services Documentation 

Dear [Recipient's Name], 

This letter serves to document the IT support services provided to [Client/Organization Name]. 

Below is a summary of the services rendered: 

1. Service Description 

[Brief description of the IT support services provided.] 

2. Support Tickets 

[List of support tickets raised, including dates and resolution status.] 

3. System Updates 

[Information on any system updates or maintenance performed.] 

4. Feedback/Observations 

[Summary of any feedback received from the client or observations noted during support.] 

If you have any questions or require further assistance, please feel free to contact me at [Your 

Phone Number] or [Your Email Address]. 

Thank you for trusting us with your IT support needs. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 



[Your Company Contact Information] 


