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	Email Template: Reporting an Error to Travel Support






TO: travelsupport@suncor.com
SUBJECT: Reporting an Error/Issue to Travel Support – [Brief Description of Issue]

Purpose
Use this email to report an error or issue encountered in iLogistics. Providing clear and complete information helps Travel Support identify, recreate, and resolve the issue quickly, minimizing disruption to travel operations.

Instructions
Before sending this email:
1. Recipients
· Send the email to: travelsupport@suncor.com
· Travel Support will review the issue or escalate as needed.
2. Subject Line Format
· Use this format: Reporting an Error/Issue to Travel Support – [Brief Description of Issue]
3. Email Body
· Fill in the table below completely with clear and detailed information.
4. Attachments
· Include any relevant screenshots, error messages, or supporting documents that show or explain the issue.
5. Review Before Sending
· Check that the subject line is correct and all fields in the table are filled in.


Body of Email
	Sl. No.
	Info
	Details (to be completed)

	1
	Summary
	Brief description of the error or issue encountered

	2
	Environment
	PRODUCTION

	3
	Business Impact
	Low / Medium / High

	4
	Module
	Select one from iLogistics (e.g., Journey Request, Journey Request Template, Dynamic Reporting, Lodge Planning, Accommodation Management)

	5
	Affected Users
	Suncor Travel / Travel Coordinators / Passengers

	6
	Description
	Provide a detailed explanation of what happened, including the steps taken that led to the error. The more detail provided, the easier it is for Travel Support to identify and resolve the issue.

	7
	Attachments
	Add any relevant screenshots or documents that illustrate the issue.



Before Sending Checklist
· ✅ Subject line follows correct format
· ✅ All table fields are complete
· ✅ Screenshots or attachments are included
· ✅ Description is clear, detailed, and professional


                                       Page 1 of 3

image1.jpeg
SUNCOR

ENERGY




