
Desktop Support Technician Visit Request 

Dear [Technician's Name or Company Name], 

I hope this message finds you well. I would like to request a visit from a desktop support 

technician to assist with some technical issues we are experiencing. 

Details of the visit: 

• Date: [Insert Preferred Date] 

• Time: [Insert Preferred Time] 

• Location: [Insert Address] 

• Contact Person: [Your Name] 

• Contact Number: [Your Phone Number] 

The issues we are facing include: 

1. [Briefly describe the issue 1] 

2. [Briefly describe the issue 2] 

3. [Briefly describe the issue 3] 

Thank you for your assistance. Please confirm the visit at your earliest convenience. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Email Address] 


