
Desktop Support Service Scheduling Request 

To: [Support Team/Technician Name] 

From: [Your Name] 

Date: [Current Date] 

Subject: Request for Desktop Support Service 

Dear [Support Team/Technician Name], 

I hope this message finds you well. I am writing to request desktop support service for my 

workstation due to the following issues: 

• [Brief description of issue 1] 

• [Brief description of issue 2] 

• [Any additional issues] 

Please let me know your availability to schedule a service appointment at your earliest 

convenience. I am available on the following dates and times: 

• [Date and Time Option 1] 

• [Date and Time Option 2] 

• [Date and Time Option 3] 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


