
Internet Service Plan Change Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Internet Service Provider's Name] 

[ISP Address] 

[City, State, Zip Code] 

Dear Customer Service, 

I am writing to formally request a change to my current internet service plan. My account 

number is [Your Account Number]. I would like to upgrade/downgrade my plan from [Current 

Plan Name] to [New Plan Name]. 

Reasons for Change: [Briefly explain the reason for the change, e.g., increased data needs, 

budget constraints, etc.] 

Please let me know the next steps to process this request, as well as any changes in billing that I 

should expect. I appreciate your assistance and look forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


