
Upgrade Request for Services 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Customer Service/Manager's Name], 

I am writing to formally request an upgrade to my current services with [Company Name]. My 

account number is [Your Account Number]. 

After careful consideration of my current needs, I have decided that an upgrade to [Specify the 

desired services or package] would be beneficial for me. I believe this enhancement will enable 

me to better utilize the services provided and align more closely with my requirements. 

Please let me know the steps I need to take to process this upgrade, along with any potential 

costs involved. I appreciate your prompt attention to this matter and look forward to your 

response. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 


