
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the renewal of our expired 

telecom service agreement, which was previously set to expire on [Expiration Date]. 

As a valued partner, we greatly appreciate the quality of service your company has provided us 

over the years. Continued access to these telecom services is crucial for our operations, and we 

would like to discuss the terms for renewal at your earliest convenience. 

Please let me know if there are any necessary steps or documentation required from my end to 

facilitate this process. I look forward to your prompt response to this matter. 

Thank you for your attention and assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


