
Subscription Downgrade Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Service Provider's Name] 

Customer Service Department 

[Service Provider's Address] 

[City, State, Zip Code] 

Dear [Service Provider's Name], 

I am writing to formally request a downgrade of my current subscription to the family plan. My 

account number is [Your Account Number], and I have been a loyal customer since [Date of 

Subscription]. 

Due to [reason for downgrade, e.g., financial reasons, usage needs, etc.], I would like to change 

my subscription to the family plan. Please let me know the steps I need to take to initiate this 

downgrade and any impact it may have on my current services. 

Thank you for your assistance in this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


