
Technical Assistance Inquiry 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Company Name] 

Email: [Recipient's Email] 

Subject: Inquiry for Technical Assistance 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request technical assistance regarding 

[specific software name or issue]. We have been experiencing [describe the problem or issue 

briefly] and would greatly appreciate your expertise in resolving this matter. 

Details of the issue: 

• Software Version: [Version] 

• Operating System: [OS Details] 

• Error Messages: [Any error messages encountered] 

• Steps Taken: [List any troubleshooting steps taken] 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


