SOFTWARE AND SAAS SUBSCRIPTION CANCELLATION LETTER

[DATE OF LETTER]

[YOUR FULL NAME]
[YOUR JOB TITLE]
[YOUR COMPANY NAME]
[YOUR COMPANY STREET ADDRESS]
[YOUR COMPANY CITY, STATE, ZIP CODE]
[YOUR COMPANY COUNTRY]
[YOUR EMAIL ADDRESS]
[YOUR PHONE NUMBER]

[VENDOR NAME]
[VENDOR BILLING DEPARTMENT OR LEGAL DEPARTMENT]
[VENDOR STREET ADDRESS]
[VENDOR CITY, STATE, ZIP CODE]
[VENDOR COUNTRY]
[VENDOR EMAIL ADDRESS]

RE: NOTICE OF CANCELLATION OF SOFTWARE AND SAAS SUBSCRIPTION — [PRODUCT OR SERVICE NAME] — ACCOUNT NUMBER [ACCOUNT NUMBER] — SUBSCRIPTION ID [SUBSCRIPTION ID]

1. PARTIES AND SUBSCRIPTION IDENTIFICATION

1.1 Customer Name: [YOUR COMPANY NAME]

1.2 Customer Account Number: [ACCOUNT NUMBER]

1.3 Subscription or Order Number: [SUBSCRIPTION ID]

1.4 Product or Service Name and Edition: [PRODUCT OR SERVICE NAME AND EDITION]

1.5 Contract or Order Form Reference: [CONTRACT OR ORDER FORM REFERENCE]

1.6 Contract Effective Date: [CONTRACT EFFECTIVE DATE]

1.7 Current Subscription Term Start Date: [SUBSCRIPTION TERM START DATE]

1.8 Current Subscription Term End Date: [SUBSCRIPTION TERM END DATE]

1.9 Billing Frequency: [BILLING FREQUENCY]

1.10 Current Recurring Fee: [CURRENT RECURRING FEE AND CURRENCY]

2. NOTICE OF CANCELLATION

2.1 Cancellation Request: The Customer hereby provides formal written notice of cancellation of the subscription identified in Section 1 above, in accordance with the terms of the applicable agreement.

2.2 Effective Date of Cancellation: [REQUESTED CANCELLATION EFFECTIVE DATE]

2.3 Reason for Cancellation (Optional): [REASON FOR CANCELLATION]

2.4 Notice Period Reference: [NOTICE PERIOD REQUIRED UNDER AGREEMENT]

3. TERMINATION FOR CONVENIENCE OR NON-RENEWAL

3.1 Non-Renewal Election: The Customer elects not to renew the subscription for any subsequent renewal term.

3.2 Termination for Convenience: [YES/NO — INDICATE WHETHER TERMINATION IS FOR CONVENIENCE UNDER THE AGREEMENT]

3.3 Renewal Terms Acknowledged: The Customer acknowledges the renewal and notice provisions set out in the applicable agreement and confirms that this notice is delivered within the required notice window.

4. TERMINATION FOR CAUSE

4.1 Termination for Cause: [YES/NO — INDICATE WHETHER TERMINATION IS FOR CAUSE]

4.2 Description of Cause: [DESCRIPTION OF MATERIAL BREACH OR CAUSE]

4.3 Cure Period Reference: [CURE PERIOD REFERENCE AND DATE OF PRIOR NOTICE]

5. BILLING AND FINAL INVOICE INSTRUCTIONS

5.1 Final Billing Period: [FINAL BILLING PERIOD]

5.2 Amounts Due Through Effective Date: [AMOUNT DUE THROUGH EFFECTIVE DATE]

5.3 Refund Request: [YES/NO — INDICATE WHETHER A REFUND OF PREPAID FEES IS REQUESTED]

5.4 Refund Amount Requested: [REFUND AMOUNT REQUESTED AND CURRENCY]

5.5 Refund Method: [REFUND METHOD]

5.6 Billing Contact: [BILLING CONTACT NAME, EMAIL ADDRESS, AND PHONE NUMBER]

5.7 Disputed Charges: [DESCRIPTION OF ANY DISPUTED CHARGES]

6. DATA EXPORT, RETENTION, AND DELETION

6.1 Data Export Request: The Customer requests export of its data in the format specified in the agreement or, if not specified, in a commonly used machine-readable format.

6.2 Export Format Requested: [EXPORT FORMAT REQUESTED]

6.3 Export Delivery Method: [EXPORT DELIVERY METHOD]

6.4 Export Deadline: [EXPORT DEADLINE DATE]

6.5 Data Retention Period: [DATA RETENTION PERIOD REQUESTED]

6.6 Data Deletion Request: [YES/NO — INDICATE WHETHER DELETION OF CUSTOMER DATA IS REQUESTED]

6.7 Deletion Confirmation: The Vendor shall provide written confirmation of deletion within [NUMBER] days after the effective date of cancellation.

6.8 Backup Copies: The Vendor shall confirm whether customer data remains in backup systems and, if so, the retention period for such backups.

7. TRANSITION ASSISTANCE

7.1 Transition Assistance Requested: [YES/NO — INDICATE WHETHER TRANSITION ASSISTANCE IS REQUESTED]

7.2 Scope of Assistance: [SCOPE OF TRANSITION ASSISTANCE REQUESTED]

7.3 Transition Period: [TRANSITION PERIOD START DATE] to [TRANSITION PERIOD END DATE]

7.4 Transition Fees: [TRANSITION FEES, IF ANY]

8. LICENSES, ACCESS, AND RETURN OF MATERIALS

8.1 Access Termination: The Customer requests that all user accounts, API keys, integrations, and administrative access be disabled as of the effective date of cancellation.

8.2 License Termination: All licenses granted under the agreement shall terminate as of the effective date of cancellation, subject to any surviving provisions.

8.3 Return or Destruction of Confidential Information: The Vendor shall return or destroy all Customer confidential information in accordance with the agreement.

8.4 Third-Party Components: [DESCRIPTION OF ANY THIRD-PARTY COMPONENTS OR SUBPROCESSORS AFFECTED]

9. CONFIRMATION AND ACKNOWLEDGMENT

9.1 Vendor Acknowledgment Requested: The Vendor is requested to acknowledge receipt of this notice in writing within [NUMBER] business days.

9.2 Confirmation of Effective Date: The Vendor shall confirm the effective date of cancellation and the final invoice amount.

9.3 No Automatic Renewal: The Vendor shall confirm that no automatic renewal or charge will occur after the effective date of cancellation.

9.4 Contact for Confirmation: [CUSTOMER CONTACT NAME, EMAIL ADDRESS, AND PHONE NUMBER]

10. GENERAL PROVISIONS

10.1 Governing Agreement: This notice is given under and subject to the terms of [CONTRACT OR ORDER FORM REFERENCE] and any applicable terms of service.

10.2 Survival: Provisions of the agreement that by their nature survive termination, including confidentiality, indemnity, limitation of liability, and payment obligations, shall survive cancellation.

10.3 No Waiver: Failure to enforce any provision of this notice shall not constitute a waiver of any right.

10.4 Entire Notice: This notice supersedes all prior oral or written communications regarding the cancellation described herein.

10.5 Governing Law: [GOVERNING LAW JURISDICTION]

10.6 Counterparts and Electronic Delivery: This notice may be delivered electronically and shall be deemed effective upon confirmed receipt by the Vendor.

11. SIGNATURE

11.1 Customer Authorized Signatory Name: [AUTHORIZED SIGNATORY NAME]

11.2 Title: [AUTHORIZED SIGNATORY TITLE]

11.3 Signature: ______________________________

11.4 Date: [DATE OF SIGNATURE]

11.5 Vendor Acknowledgment — Name: [VENDOR REPRESENTATIVE NAME]

11.6 Vendor Acknowledgment — Title: [VENDOR REPRESENTATIVE TITLE]

11.7 Vendor Signature: ______________________________

11.8 Vendor Acknowledgment Date: [VENDOR ACKNOWLEDGMENT DATE]

12. ENCLOSURES

12.1 [LIST OF ENCLOSURES, E.G., COPY OF CONTRACT, PRIOR CORRESPONDENCE, INVOICES]
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