
Request for Technical Assistance 

Company Name: [Your Company Name] 

Address: [Your Company Address] 

Email: [Your Email Address] 

Phone: [Your Phone Number] 

Date: [Date] 

To: [Service Provider Name] 

Attention: [Contact Person's Name] 

Address: [Service Provider Address] 

Dear [Contact Person's Name], 

I hope this message finds you well. I am writing to formally request technical assistance 

regarding our telecommunications services. 

We have been experiencing [briefly describe the issue or need]. This has caused [explain the 

impact on your operations or services]. As a valued partner, we would appreciate your expertise 

in resolving this matter. 

We would like to schedule a meeting or consultation at your earliest convenience. Please let us 

know your available times for a call or meeting to discuss this further. 

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

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


