
Issue Reporting Regarding Conference 

Support Services 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

 

I hope this message finds you well. I am writing to bring to your attention some issues we 

encountered regarding the support services provided during the [Conference Name] held on 

[Conference Dates]. 

 

1. **Technical Support**: There were several instances where technical assistance was 

unavailable during critical sessions, leading to delays and disruptions. 

2. **Resource Accessibility**: Participants faced challenges in accessing necessary materials 

and resources in a timely manner. 



3. **Communication**: There was a lack of clear communication regarding the conference 

schedule and changes, which caused confusion among attendees. 

 

We believe that addressing these issues will enhance the experience for future conferences and 

ensure that participants receive the expected level of support. 

 

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

solutions that may be proposed. 

 

Best regards, 

[Your Name] 

[Your Title/Role, if applicable] 


