
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Request for Modification of Service 

Dear [Recipient Name], 

I am writing to formally request a modification to the service I currently receive from [Company 

Name]. My account number is [Account Number]. 

Due to [reason for request], I believe that a modification is necessary to better suit my needs. 

Specifically, I would like to request [specific changes you wish to make]. 

I appreciate your attention to this matter and hope to hear back from you soon. Please feel free to 

contact me at [Your Phone Number] or [Your Email Address] if you need any additional 

information. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


