
Follow-Up on Technical Assistance Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Technical Assistance Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on my recent request for technical 

assistance submitted on [insert submission date]. I understand that you may be busy, but I 

wanted to ensure that my request has been received and see if there are any updates regarding the 

support I am looking for. 

As a reminder, the details of my request are as follows: 

• Request Summary: [Insert Summary] 

• Specific Issues: [Insert Issues] 

• Deadline for Assistance: [Insert Deadline] 

I appreciate your attention to this matter and look forward to your prompt response. 

Thank you for your assistance. 

Sincerely, 

[Your Full Name] 

[Your Position] 

[Your Contact Information] 

[Your Company/Organization Name] 


