
Memorandum 

To: [Recipient Name] 

From: [Your Name] 

Date: [Date] 

Subject: IT Support Services 

Dear [Recipient Name], 

This memorandum is to inform you about the IT support services available to assist you with any 

technical issues you may encounter. 

Please do not hesitate to reach out to our IT support team through the following channels: 

• Email: [IT Support Email] 

• Phone: [IT Support Phone Number] 

• Support Portal: [Link to Support Portal] 

We are committed to ensuring that your IT needs are met efficiently and effectively. Should you 

have any questions or require immediate assistance, please contact us at your convenience. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


