
IT Support Request for Urgent System Outage 

From: [Your Name] 

Email: [Your Email] 

Date: [Current Date] 

To: IT Support Team 

Subject: Urgent Support Required: System Outage 

Dear IT Support Team, 

I am writing to urgently request assistance regarding a system outage that I am currently 

experiencing. The system has been down since [Time/Date of Outage], and it is critically 

impacting my work. 

Details of the Issue: 

• System Affected: [Name of the System] 

• Description of the Problem: [Brief Description of the Issue] 

• Impact: [Description of how it affects your work] 

I would appreciate it if you could prioritize this request as the downtime is hindering our 

operations. Please let me know if you need any more information or if I can assist in any way. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Number] 


