
Technical Support Escalation Process 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Proactive Technical Support Escalation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to bring to your attention an ongoing technical 

issue that we believe requires escalation for timely resolution. Despite our team's efforts, the 

problem persists and impacts our operations significantly. 

Issue Summary 

[Briefly describe the issue, including any relevant incident numbers.] 

Steps Taken 

• [Step 1] 

• [Step 2] 

• [Step 3] 

Impact Analysis 

[Explain how this issue affects business operations and any potential risks involved.] 

Request for Escalation 

Given the circumstances, I kindly request that this matter be escalated to [Relevant Higher 

Authority or Team] at your earliest convenience for an expedited resolution. 

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

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information]  



[Company Name]  

[Company Contact Information] 


