
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on my recent inquiry regarding IT 

assistance for [specific issue or project] that I submitted on [date of original inquiry]. 

If you have had a chance to review my request, I would appreciate any updates you can provide. 

Your support is crucial for us to proceed smoothly. 

Thank you for your attention to this matter. I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


