Cancellation Letter of a Service Contract
[Senders Name]

[Address line 1]

[Address line 2]

[State, ZIP Code]

Sample Letter #1: Cancellation Letter of a Service Contract

[Letter Date]

[Recipients Name]

[Address line 1]

[Address line 2]

[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

Let me start by saying you have done excellent lawn care for us the past two years. Were it not for household budget cuts, we would happily continue with your services. However, after looking at finances, I realize I have to cut out some unnecessary expenses. Unfortunately, your services fall into that category. 

I have a new neighbor and she is looking for a lawn care company to hire this spring. I have already given her your name and number. She assures me that if she likes your work, she will give you many referrals, as well. I anticipate her calling you in the near future. 

Again, thank you for such excellent work. I hope your company continues to grow! 

Sincerely, 

[Senders Name]

[Senders Title] -Optional-

++[Enclosures: number] -Optional- 

cc: [Name of copy recipient] -Optional-
