
IT Support Confirmation 

Dear [Recipient's Name], 

Thank you for reaching out to the IT support team. We have received your request regarding 

[issue/subject] and are currently reviewing it. Here are the details of your request: 

• Ticket Number: [Ticket Number] 

• Date of Request: [Date] 

• Description: [Brief Description of the Issue] 

Our team is working diligently to resolve the issue and will update you within [expected 

timeframe] or sooner if possible. In the meantime, if you have any further information or 

questions, please do not hesitate to reach out. 

Thank you for your patience. 

Best regards, 

[Your Name] 

[Your Position] 

IT Support Team 

[Your Company Name] 

[Contact Information] 


