[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Phone Number]
[Your Email]

[Date]

[Recipient Name or Department]
[Company Name]

[Company Address]

[City, State, Zip Code]

Subject: Reinstatement Request and Billing Information Update - Account #[Account
Number]

Dear [Recipient Name],

I am writing to formally request the reinstatement of my account/service, which was recently
suspended due to a billing issue.

I have updated my payment information to ensure all future charges are processed successfully.
Please find the updated billing details below:

e Name on Card/Account: [Name]

o Billing Address: [Address on file]

e Payment Method: [Credit Card / Bank Account]

e Last Four Digits: [ XXXX]
I have also authorized a payment in the amount of ${ Amount] to cover the outstanding balance
and any applicable reinstatement fees. Please process this payment immediately to restore my

services.

Thank you for your prompt attention to this matter. Please contact me if you require any further
information to complete the reinstatement process.

Sincerely,
[Your Signature]

[Your Printed Name]



