
Library Database Issue Report 

Date: [Insert Date] 

To: [Library Staff/Administrator's Name] 

From: [Your Name] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Reporting an Issue with Library Database 

Dear [Library Staff/Administrator's Name], 

I am writing to report an issue I have encountered while using the library database. The details of 

the issue are as follows: 

Issue Description: 

[Provide a brief and clear description of the issue] 

Steps to Reproduce: 

1. [Step 1] 

2. [Step 2] 

3. [Step 3] 

Expected Outcome: 

[Describe what you expected to happen] 

Actual Outcome: 

[Describe what actually happened] 

I would appreciate your assistance in resolving this matter as soon as possible. Please let me 

know if you require any further information. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name] 


