
IT Support Request for Printer Setup 

Assistance 

Date: [Insert Date] 

To: IT Support Team 

From: [Your Name] 

Department: [Your Department] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear IT Support Team, 

I hope this message finds you well. I am writing to request assistance with the setup of a printer 

in my office. The details are as follows: 

• Printer Model: [Insert Printer Model] 

• Location: [Insert Location] 

• Operating System: [Insert OS] 

Currently, I am having issues with connecting the printer to the network, and I would greatly 

appreciate any guidance or assistance you could provide in order to get it set up properly. 

Please let me know if you require any further information or if you are able to assist with this 

request. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


