Request for Technical Assistance

Date: [Insert Date]
[Your Name]
[Your Address]
[City, State, Zip Code]
[Your Email]
[Your Phone Number]
To: [Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
[City, State, Zip Code]
Dear [Recipient Name],
I hope this message finds you well. I am writing to formally request technical assistance
regarding [briefly describe issue or need related to technology]. Despite my attempts to resolve
this matter, I have encountered challenges that require your expertise.
The details of my request are as follows:
o Issue Description: [Insert detailed description]
« Impact: [Explain how it affects your work or operations]
o Urgency: [State any time-sensitive nature of the request]
| would appreciate your prompt attention to this matter and look forward to your guidance on
how to proceed. Please feel free to contact me at [your phone number] or [your email] should
you require any further information.
Thank you for your assistance.

Sincerely,

[Your Name]



[Your Position, if applicable]

[Your Company, if applicable]



