
Software Issue Reporting Request 

To: [Recipient Name] 

From: [Your Name] 

Date: [Date] 

Subject: Software Issue Reporting Request 

Dear [Recipient Name], 

I am writing to formally report an issue I have encountered with [Software Name] version 

[Version Number]. The details of the issue are as follows: 

Issue Description: 

[Provide a brief description of the issue including what you were attempting to do when the issue 

occurred.] 

Steps to Reproduce: 

1. [Step 1] 

2. [Step 2] 

3. [Step 3] 

Expected Result: 

[Describe what you expected to happen.] 

Actual Result: 

[Describe what actually happened.] 

Additional Information: 

[Include any additional information that may be relevant, such as error messages, screenshots, 

etc.] 

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

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


