
Summary of Technical Troubles Experienced 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Technical Issues 

Dear [Recipient's Name], 

I am writing to formally summarize the technical troubles that have been experienced with 

[specific system/software/hardware] over the past [duration]. Below is a detailed account of the 

issues encountered: 

1. Issue Description 

[Brief description of the first issue, including any error messages and impact on operations] 

2. Impact on Operations 

[Explain how the issues have affected day-to-day activities and productivity] 

3. Steps Taken 

[List the troubleshooting steps that have been attempted to resolve the issues] 

4. Recommendation 

[Suggestions for resolution, including the need for further technical support if necessary] 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


