
Tier Change Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a change in my current tier 

level associated with my account. 

Account Information: 

• Account Holder Name: [Your Name] 

• Account Number: [Your Account Number] 

• Current Tier Level: [Your Current Tier] 

After reviewing the benefits and requirements of the different tiers, I believe that upgrading to 

[Desired Tier Level] would better suit my current needs and usage. I am confident that this 

change will enhance my experience with your services. 

Please let me know if you require any additional information or documentation to process this 

request. I appreciate your assistance in this matter and look forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Email] 

[Your Phone Number] 


