
Service Upgrade Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request an upgrade to my current 

service plan with [Company Name]. 

Currently, I am subscribed to [Current Plan Name], and I believe that upgrading to [Desired Plan 

Name] would better suit my needs due to [reason for upgrade, e.g., increased usage, need for 

additional features, etc.]. 

I would appreciate any information regarding the upgrade process, including any additional costs 

and the expected timeline for the change. Your assistance in making this transition smooth would 

be greatly appreciated. 

Thank you for considering my request. I look forward to your prompt response. 

 

Sincerely, 

[Your Name] 


