
Request for Missing Telecom Service 

Components 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the replacement of missing components related to the telecom 

services provided at my location. My account number is [Insert Account Number] and the 

service address is [Insert Service Address]. 

Upon installation on [Insert Installation Date], I noticed that the following components were 

missing: 

• [Component 1] 

• [Component 2] 

• [Component 3] 

These components are essential for the complete and effective operation of the telecom services I 

am subscribed to. I kindly ask you to initiate the process to send the missing items at your 

earliest convenience. 

Thank you for your prompt attention to this matter. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] should you require any further information. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


