
Telecom Service Transfer Request 

Date: [Insert Date] 

To, 

[Service Provider Name] 

[Service Provider Address] 

[City, State, ZIP Code] 

Subject: Request for Urgent Processing of Telecom Service Transfer 

Dear [Service Provider's Customer Service Manager], 

I hope this message finds you well. I am writing to formally request the urgent transfer of my 

telecom services associated with account number [Your Account Number] from my current 

address [Current Address] to my new address [New Address]. 

Due to [briefly explain the reason for urgency, e.g., immediate relocation, business requirements, 

etc.], I kindly request that this transfer be processed as soon as possible. I understand the usual 

processing time, but I would greatly appreciate any efforts to expedite this request. 

Please find attached any necessary documents to facilitate the transfer. If there are any additional 

forms or information required, do not hesitate to contact me at [Your Phone Number] or [Your 

Email Address]. 

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

confirmation of the service transfer. 

Sincerely, 

[Your Name] 

[Your Signature (if sending a hard copy)] 

[Your Address] 

[City, State, ZIP Code] 


