
Advance Telecom Payment Request for 

Contract Renewal 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

To: [Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. We are reaching out to request an advance payment for the 

renewal of our telecommunications contract, which is set to expire on [Insert Expiration Date]. 

As per our agreement, an advance payment of [Insert Amount] is required to secure the 

continuation of services without interruption. This payment will enable us to further optimize our 

communication infrastructure and ensure quality service for our operations. 



Please find attached the invoice for your reference. We would appreciate your prompt attention 

to this request, and if you need any further information or if there are any queries, feel free to 

contact me directly. 

Thank you for your cooperation. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


