Hello [Provider Name],
Please provide written confirmation of our current agreement details for the account below:
Account Name:
Account Number:
Specifically:
· Contract start and end dates
· Renewal terms
· Early termination penalties
· Desktop phone ownership status (leased or owned), remaining term, and buyout costs
Please also include a copy of the signed agreement and any amendments currently in effect.
Kindly provide this information by [insert date].
Thank you,
[Your Name]
[Company Name]

