Hello [Provider Name / Account Representative],
I hope you’re doing well.
I am writing to request detailed information regarding our current service agreement for the account listed below:
Account Name:
Account Number:
Service Address (if applicable):
Specifically, I would appreciate confirmation of the following:
1. Contract Start Date
2. Contract End Date
3. Automatic Renewal Terms (if applicable)
4. Early Termination Penalties or Fees
5. Desktop Phone Ownership Details
· Are the desktop phones leased or owned?
· If leased, what are the remaining lease terms?
· What are the buyout costs (if applicable)?
· Any associated return requirements or fees?
If possible, please also provide a copy of the original signed agreement and any amendments or addendums currently in effect.
Thank you in advance for your assistance. Please let me know if you need any additional information from my end.
Best regards,
[Your Full Name]
[Your Title]
[Company Name]
[Phone Number]
[Email Address]

