
Subscription Downgrade Request 

Dear [Service Provider's Name], 

I hope this message finds you well. I am writing to formally request a downgrade of my current 

subscription plan. 

My account details are as follows: 

• Name: [Your Name] 

• Email: [Your Email] 

• Current Plan: [Your Current Plan] 

Due to [brief reason for downgrade, e.g., financial considerations, reduced usage, etc.], I would 

like to switch to the [Desired Plan Name] plan. I believe this plan will better suit my current 

needs. 

Please let me know if you require any additional information to process this request. I appreciate 

your assistance and look forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Phone Number] 


