Subscription Downgrade Request

Date: [Insert Date]

To: [Service Provider Name]

[Service Provider Address]

Dear [Service Provider Customer Service Team],

I hope this message finds you well. I am writing to formally request a downgrade of my current
subscription plan for [Service Name], which | have been enjoying as a premium member.

My account details are as follows:
o Name: [Your Name]
o Email associated with the account: [Your Email]

e Current Plan: Premium

Due to [brief reason for downgrade, e.g., financial constraints, lack of usage, etc.], | have
decided to downgrade to the [Desired Plan Name] effective from [Desired Downgrade Date].

| would appreciate your assistance in processing this request. Please confirm when my account
has been downgraded.

Thank you for your attention to this matter. | look forward to your prompt response.
Sincerely,
[Your Name]

[Your Contact Information]



