
Request for Temporary Service Reduction 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Service Provider's Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Service Provider's Name], 

I hope this message finds you well. I am writing to formally request a temporary reduction in my 

service due to [reason for request, e.g., financial hardship, temporary relocation, etc.]. My 

account number is [Your Account Number]. 

I would like to request a reduction in service from [start date] to [end date]. During this period, I 

would appreciate any adjustments you could make to my billing or service level that would 

accommodate my situation. 

Thank you for considering my request. I am hopeful for your understanding and assistance in this 

matter. Please feel free to contact me at [your phone number] or [your email address] if you need 

any additional information or confirmation. 

Sincerely, 

[Your Name] 


