
Service Agreement Cancellation Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally notify you of my decision to cancel the service agreement dated [Insert 

Date of Agreement] between myself and [Company Name]. This cancellation will be effective as 

of [Insert Effective Cancellation Date]. 

The reason for this cancellation is [Insert Reason if Desired]. I kindly ask that you confirm the 

termination of the service agreement and provide any necessary final documentation. 

Thank you for your attention to this matter. I appreciate your prompt response to confirm the 

cancellation. 

Sincerely, 

[Your Name] 


