
Mobile Phone Replacement Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

To, 

[Service Provider's Name] 

[Company Name] 

[Company Address] 

[City, State, ZIP Code] 

Subject: Request for Mobile Phone Replacement Due to Damage 

Dear [Service Provider's Name], 

I am writing to formally request a replacement for my mobile phone (make and model: [Insert 

details]) which has sustained damage. The phone was purchased on [Insert Purchase Date] under 

account number [Insert Account Number]. 

The damage occurred on [Insert Date of Damage] and is outlined as follows: [Describe the 

damage]. I have attached the relevant documentation, including photographs of the damage and 

the purchase receipt. 

Given the circumstances, I kindly ask for your assistance in processing my replacement request 

at your earliest convenience. Please let me know if you require any additional information. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


