
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally notify you that, effective 

immediately, I am ending our service agreement. Unfortunately, I have not been able to establish 

any communication regarding this matter, which has prompted my decision. 

I appreciate the services provided up until this point and wish you and your team all the best in 

the future. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 


