
Letter of Explanation for Unrecognized 

Technical Issues 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Explanation of Technical Issues 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide clarification regarding the recent 

technical issues that were encountered with [specific system or application]. These issues were 

unexpected and not previously recognized, leading to a brief disruption in services. 

We have conducted a thorough investigation to determine the root cause of the problem. It 

appears that [brief explanation of the issue, e.g., an unforeseen software glitch, compatibility 

issues, etc.]. We acknowledge the inconvenience this has caused and are actively working 

towards a resolution. 

Our team is implementing corrective actions, including [describe steps being taken to resolve the 

issue]. We are also reviewing our monitoring processes to prevent such occurrences in the future. 

We appreciate your understanding and patience during this time. Should you have any further 

questions or require additional information, please do not hesitate to reach out. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


