
Report on Technical Difficulties Affecting 

Operations 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Report on Technical Difficulties 

Dear [Recipient's Name], 

I am writing to inform you about the technical difficulties we have been experiencing that are 

currently affecting our operations. Below is a summary of the issues encountered: 

1. Overview of Technical Difficulties 

• Issue 1: [Description of the issue and its impact] 

• Issue 2: [Description of the issue and its impact] 

• Issue 3: [Description of the issue and its impact] 

2. Duration of Issues 

The issues have been ongoing since [Insert Start Date] and have affected our operations in the 

following ways: 

• [Impact 1] 

• [Impact 2] 

• [Impact 3] 

3. Actions Taken 

We have taken the following steps to address the issues: 

• [Action 1] 

• [Action 2] 

• [Action 3] 

4. Recommendations 

To mitigate these technical difficulties, I recommend the following: 



• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 

I hope to resolve these issues promptly and minimize their impact on our operations. Please let 

me know if you require any further information or assistance. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


