
IT Support Request for Hardware 

Troubleshooting 

Date: [Insert Date] 

To: IT Support Team 

From: [Your Name] 

Department: [Your Department] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Request for Hardware Troubleshooting Assistance 

Dear IT Support Team, 

I hope this message finds you well. I am writing to request assistance with a hardware issue I am 

currently experiencing with my [specify hardware, e.g., desktop computer, laptop, printer, etc.]. 

Description of the Issue: 

[Briefly describe the issue, e.g., "The laptop does not power on" or "The printer is displaying an 

error message."] 

Steps Taken: 

• [List any troubleshooting steps you've already taken, e.g., "Checked power connections," 

"Restarted the device," etc.] 

Urgency: [Indicate the urgency of the request, e.g., "This issue needs to be resolved as soon as 

possible because it is impacting my work."] 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Job Title] 


