
Troubleshooting Guidance Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Troubleshooting Guidance 

Dear [Recipient's Name], 

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

troubleshooting issue I am currently facing regarding [briefly describe the issue, e.g., "the 

software performance on my device"]. 

Details of the issue: 

• Description: [Provide a detailed description of the issue] 

• Steps Taken: [List the steps you have already taken to resolve the issue] 

• Expected Outcome: [Describe what you expected to happen] 

• Actual Outcome: [Describe what is actually happening] 

Any guidance or suggestions you can provide would be greatly appreciated. Thank you for your 

time and assistance. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


