
Request to Downgrade Subscription 

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 associated with the account under the name [Your Name] and the email address 

[Your Email Address]. 

Due to [brief reason for the downgrade, e.g., budget constraints, reduced usage], I believe it 

would be more appropriate for me to switch to a lower-tier subscription plan. 

Please let me know the steps I need to follow to complete this downgrade process. I would 

appreciate your assistance in making this change effective [preferred effective date for the 

downgrade]. 

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

Sincerely, 

[Your Name] 

[Your Contact Information] 


