
Subscription Downgrade Request 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

To: [Service Provider's Name] 

[Service Provider's Company] 

[Service Provider's Address] 

[City, State, Zip Code] 

 

Dear [Service Provider's Name], 

We hope this message finds you well. We are writing to formally request a downgrade of our 

current subscription plan for our business account, [Your Company Account Number or ID], 

effective [Desired Downgrade Date]. 

After careful consideration, we believe that a downgrade is necessary to better align with our 

current business needs and budget. 

Please confirm the downgrade and let us know if you need any further information or 

documentation to process our request. 

Thank you for your attention to this matter. We appreciate your assistance and look forward to 

your prompt response. 

 



Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


