
Immediate Service Reduction Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request an immediate reduction in services provided under my account, 

[Your Account Number]. Due to [brief explanation of the reason for service reduction], I believe 

it is necessary to decrease my current services. 

I kindly ask for your assistance in processing this request at your earliest convenience. Please 

confirm receipt of this letter and inform me of any next steps required. 

Thank you for your understanding and prompt attention to this matter. 

Sincerely, 

[Your Name] 


