
Service Modification Request 

Date: [Insert Date] 

To: [Service Provider's Name] 

Address: [Service Provider's Address] 

From: [Your Name] 

Address: [Your Address] 

Phone: [Your Phone Number] 

Email: [Your Email Address] 

Dear [Service Provider's Name], 

I am writing to request a modification to my current service agreement with [Service Name or 

Account Number]. Specifically, I would like to [briefly describe the service modification you are 

requesting, e.g., upgrade the service package, change billing frequency, etc.]. 

The reasons for this request are [provide a brief explanation of why you are requesting this 

modification]. I believe that this change will [explain how the modification will benefit you or 

improve the service]. 

Please let me know the process for implementing this change and if there are any additional 

charges associated with it. I appreciate your attention to this matter and look forward to your 

prompt response. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 


