
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to request assistance 

with the setup of my Square Reader.  

I recently purchased a Square Reader and am eager to begin accepting 

payments. However, I would appreciate guidance on the following steps: 

1. **Device Connection**: Instructions on how to connect my Square Reader 

to my mobile device or tablet. 

2. **Account Setup**: Guidance on linking my Square Reader to my existing 

Square account or creating a new one. 

3. **Testing Transactions**: Recommendations for testing the device to 

ensure it is functioning properly. 

4. **Troubleshooting**: Any common issues I should be aware of and how to 

resolve them. 

Thank you for your assistance. I look forward to your prompt reply. 

Sincerely,  

[Your Name]  

[Your Job Title/Position, if applicable] 


