[Your Name]
[Your Address Line 1]
[Your Address Line 2]

[Recipient / Company Name]
[Department or Contact Person — optional]
[Company Address Line]

[Date]

Subject: Cancellation of [Subscription / Membership / Service Name]

Greeting:
Dear [Name / Customer Support / Sir or Madam],

Paragraph 1 — Cancellation Statement
[State that you wish to cancel your subscription or membership.]
[Include the subscription name, plan type or service name.]
Paragraph 2 — Account Details
[Provide essential identifiers such as:]
[Account Number / Member ID]
[Registered Email Address]
[Order or Contract Number — optional]
Paragraph 3 — Effective Date
[Specify when the cancellation should take effect.]
[Add notice-period information if required.]
Paragraph 4 — Confirmation Request
[Request written confirmation and clarification of any remaining steps.]
[Optionally ask about final billing or outstanding balance.]

Closing:

Sincerely,
[Your Name]
[Signature — if required]
[Signature if required]

