
Telecom Service Transfer Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 

[Telecom Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Customer Service Department/Representative's Name], 

I am writing to formally request the cancellation of my current telecom service account and the 

reactivation of a new service account under the same name. My account details are as follows: 

Account Number: [Your Account Number] 

Account Holder Name: [Your Name] 

Service Address: [Your Service Address] 

Please process the cancellation effective [Desired Cancellation Date] and initiate the reactivation 

as per my new service request. If any additional information is needed to facilitate this transfer, 

please contact me at your earliest convenience. 

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

Sincerely, 

[Your Name] 


