
Corporate Telecom Service Request 

Submission 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: 

[Recipient's Name] 

[Recipient's Job Title] 

[Telecom Service Provider Name] 

[Provider Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally submit a request for corporate telecom services for [Your Company 

Name]. We are looking to expand our current telecommunications infrastructure to better serve 

our needs and improve our communication capabilities. 

The specific services we are interested in include: 

• [Service 1] 

• [Service 2] 

• [Service 3] 

We would appreciate it if you could provide us with the details regarding your available plans, 

pricing, and any installation requirements. Please let us know if you need any further information 

to process this request. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


