
Priority Technical Support Escalation 

Procedure 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Escalation of Technical Support Case [Insert Case Number] 

Dear [Recipient's Name], 

I hope this message finds you well. This letter serves as a formal escalation of the ongoing 

technical support case regarding [Brief Description of the Issue]. Our team has been actively 

working on this case since [Insert Date]. However, we have not yet achieved a satisfactory 

resolution. 

Details of the Case: 

• Case Number: [Insert Case Number] 

• Date Opened: [Insert Date] 

• Current Status: [Insert Current Status] 

• Assigned Technician: [Insert Technician's Name] 

Given the urgency and impact of this issue on our operations, we kindly request that this case be 

escalated to the appropriate level for immediate attention. We appreciate your prompt assistance 

in this matter. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


