Request for Assistance with Role
Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Assistance Needed with Role Responsibilities

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request your assistance regarding some of my
role responsibilities that have become increasingly challenging to manage effectively. As you
know, my position entails [briefly describe your role and responsibilities], and due to [explain
reason, e.g., current projects, workload, etc.], I am feeling overwhelmed.

Specifically, I would appreciate your guidance on [list specific tasks or areas where assistance is
needed]. Your expertise in this matter would be invaluable, and | believe that with your support,
| can meet our team's expectations and deliver quality results.

Thank you for considering my request. I am looking forward to your positive response.
Sincerely,

[Your Name]

[Your Job Title]
[Your Contact Information]



