
Equipment Issue Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Equipment Issue Notification 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you about an issue regarding the 

equipment currently assigned to [specific department or project name]. 

Equipment Details: 

• Equipment Name: [Insert Equipment Name] 

• Serial Number: [Insert Serial Number] 

• Date of Issue: [Insert Date] 

• Description of Issue: [Brief Description of the Problem] 

We believe that this issue needs to be addressed promptly to avoid any disruptions in our 

operations. Please advise on the next steps to resolve this matter. 

Thank you for your attention to this important issue. I look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


