Hello [Provider Name / Account Representative],
I am formally requesting complete documentation and clarification regarding our current service agreement for the account listed below:
Account Name:
Account Number:
Service Address (if applicable):
Please provide written confirmation of the following:
1. Contract start date
2. Contract end date
3. Renewal terms and notice requirements
4. Any early termination penalties or liquidated damages provisions
5. Desktop phone ownership status
· Confirmation of whether equipment is leased, financed, or owned
· Remaining lease or finance term (if applicable)
· Buyout amounts
· Return obligations and associated fees
In addition, please provide a copy of the original signed agreement, including all amendments, addendums, and any subsequent modifications currently in effect.
We would appreciate receiving this information no later than [insert date – e.g., 5 business days from today].
Thank you for your prompt attention to this matter. I look forward to your timely response.
Sincerely,
[Your Full Name]
[Your Title]
[Company Name]
[Phone Number]
[Email Address]

