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Sample	letter	to	terminate	telephone	line

How	do	i	write	a	letter	to	terminate	a	contract.		Sample	letter	to	terminate	membership.		Example	of	letter	to	terminate	services.		Sample	of	authorization	letter	to	terminate	telephone	line.		

To,Manager	–	Customer	Relations,________	(Service	Provider	Name),________	(Address)Subject:	Surrender	of	Landline	No.	_______	(	Landline	Number)Respected	Sir/Madam,I	________	(your	name)	would	like	to	get	my	landline	connection	__________	(Your	Landline	Number)	permanently	disconnected.	The	reason	for	this	disconnection	is	that	___________
(Reason	for	Surrender	Landline	–	Shifting	to	another	city/Not	Required/High	Charges/Service	Issues).	I	have	already	paid	all	the	dues.I	request	you	to	kindly	acknowledge	the	application	and	disconnect	the	landline	on	a	priority	basis.I	look	forward	to	your	quick	support.Yours	truly,________	(Name)________	(Landline	number)________	(Customer	ID	–	If
applicable)________	(Address)Incoming	Search	Terms:landline	cancellation	letter	formatlandline	termination	letter	templatebsnl	landline	disconnection	application	sample	format	Dear	[name	of	recipient],	we	inform	you	that	we	will	no	longer	require	the	services	of	[name	of	company],	as	of	[date].	With	this	notification,	we	comply	with	the	minimum
notice	period	required	by	our	agreement.	Your	company	has	provided	us	with	good	service	in	the	past,	however,	we	decided	to	terminate	our	business	contract	due	to	[reasons].	From	this	moment,	our	company	will	not	place	any	more	orders	with	your	company.	We	won’t	cancel	any	orders	or	deliveries	arranged	before	this	letter	unless	we
explicitly	inform	you.	Ideally,	all	outstanding	orders	should	be	completed	before	our	contract	is	officially	terminated.	On	our	part,	we	will	clear	any	outstanding	amounts	in	our	account	by	[date].	To	that	end,	we	would	like	to	receive	all	relevant	invoices	by	[date].	Please	confirm	the	receipt	of	this	letter	as	termination	of	our	contract	and	the	closing	of
our	account.	If	you	have	any	questions	you	can	reach	me	at	[phone]	or	[e-mail	address].	We	would	like	to	thank	you	for	our	long-standing	collaboration.	More	resources:	Related:	How	to	hire	freelancers	Disclaimer:	This	Business	Contract	Termination	Letter	Template	is	meant	to	provide	general	guidelines	and	should	be	used	as	a	reference.	It	may	not
take	into	account	all	relevant	local,	state	or	federal	laws	and	does	not	constitute	a	legal	document.	Neither	the	author	nor	workable.com	will	assume	any	legal	liability	that	may	arise	from	the	use	of	this	letter.	Where	necessary,	seek	qualified	counsel	before	sending.	You	must	write	a	formal	termination	of	service	for	non-payment	letter	if	you	want	to
cancel	goods	or	services	due	to	lack	of	payment.	This	letter	is	usually	written	when	you	are	responsible	for	delivering	services,	and	the	customer	does	not	pay	for	the	service.Service	providers	send	this	letter	to	customers	who	do	not	respond	to	their	continuous	reminders	or	validation	of	the	service	by	the	due	date.	This	article	explains	what	a	letter	of
termination	for	non-payment	is	and	provides	several	useful	templates	for	inspiration.A	Notice	of	Cancellation	for	Nonpayment	is	a	formal	document	written	by	a	vendor	of	goods	or	a	service	provider.	This	is	to	inform	customers	or	clients	that	their	goods	or	services	are	being	canceled	due	to	non-payment.	
Additionally,	this	letter	is	sent	to	customers	who	continue	to	fail	to	provide	notifications	of	schedule	changes	or	delivery	days.It	is	a	short	document	that	contains	just	the	essential	information	about	the	cancellation.	It	includes	a	description	of	the	goods	or	services	and	the	total	amount	that	was	due	but	unpaid.This	document	can	be	used	in	any
situation	where	a	customer’s	purchases	are	being	canceled	due	to	their	failure	to	make	payment.It	is	preferable	to	send	a	written	cancellation	notice	rather	than	a	verbal	one.	This	is	because	a	written	notice	protects	the	sender	and	establishes	a	record	of	the	non-payment.This	letter	mentions	details	about	specific	goods	and	services	which	are
canceled,	including	a	description	of	the	goods	and	the	order	date.	It	also	informs	the	client	with	additional	information,	like	how	much	money	is	due	and	when.After	writing	the	letter,	it	should	be	printed	and	mailed	to	the	customer	or	sent	to	them	electronically.Termination	for	a	non-payment	letter	is	a	common	termination	of	service	that	can	be	used
in	the	event	of	non-payment	of	a	provider’s	bill.As	such,	the	document	offers	clear	instructions	on	using	this	contractual	document	as	a	termination	of	service.	It	lets	the	client	know	what	will	happen	when	the	letter	is	sent	and	if	they	wish	to	dispute	the	reason	given	for	termination.As	a	service	provider,	you	must	consider	the	answers	to	the	following
questions	before	sending	out	a	termination	of	service	letter	to	the	client:Have	you	tried	contacting	the	customer	to	remind	them	of	their	payment?	What	is	the	outstanding	balance	that	the	customer	owes?	Have	you	given	the	customer	ample	opportunity	to	make	a	payment?	Why	are	you	terminating	service	instead	of	working	with	the	customer	to
devise	a	payment	plan?Before	you	terminate	a	client’s	service,	send	a	Termination	of	Service	for	Non-Payment	Letter	to	the	client.	A	termination	letter	is	necessary	when	the	client	has	passed	a	specified	deadline,	has	not	made	payments,	or	received	funds	from	a	third	party.Here	are	some	helpful	templates	for	writing	a	termination	letter	of	service	for
non-payment.Dear	[Name	of	Customer	or	Client],	We	regret	to	inform	you	that	we	are	canceling	your	goods	or	services	due	to	non-payment.	The	outstanding	balance	is	[amount	owed].	
We	hope	that	you	will	take	care	of	this	debt	as	soon	as	possible.	This	will	help	us	continue	to	provide	you	with	our	goods	or	services.	Thank	you	for	your	understanding.	30	days	after	the	date	of	this	letter,	payment	must	be	received	in	full,	or	we	will	take	appropriate	legal	action.	Please	immediately	notify	us	if	you	can	arrange	alternate	payment
arrangements	within	this	time	frame.	

Sincerely,	[Your	Name]Dear	[Name	of	Customer	or	Client],	Thank	you	for	your	business.	We	regret	to	inform	you	that	we	are	canceling	your	[goods	or	services]	as	of	[date].	This	is	due	to	nonpayment	of	the	outstanding	balance	of	[amount	owed].	We	appreciate	your	understanding	in	this	matter.	Please	don’t	hesitate	to	get	in	touch	with	us	if	you	have
any	questions.Thank	you	again	for	your	business.	Sincerely,	[Your	Name]Dear	[customer/client	name],	We	regret	to	inform	you	that	we	are	canceling	your	service	effective	immediately	due	to	non-payment.	We	provided	you	with	[description	of	goods	or	services],	and	the	total	amount	due	was	$[amount].	To	date,	we	have	not	received	payment,	nor
have	you	contacted	us	regarding	payment.	Please	understand	that	we	must	take	this	action	to	protect	our	business	interests.	If	you	have	any	questions,	please	do	not	hesitate	to	contact	us	at	[contact	information].	Thank	you	for	your	understanding.Sincerely.[Your	Name]If	a	client	fails	to	make	payments	due	to	non-cooperation,	a	letter	of	non-payment
is	sent	by	the	service	provider	to	the	client.	This	letter	states	why	the	service	for	the	client	has	been	terminated.It	informs	them	that	they	have	specific	days	to	repay	the	debt	to	avoid	being	terminated	from	service.	We	have	outlined	some	termination	of	service	letter	templates	that	will	help	you	write	effective	letters	to	the	client	easily.	[Service
Provider’s	Name][Service	Provider’s	Address][City,	State,	ZIP	Code]Subject:	Termination	of	Mobile	ServicesDear	[Service	Provider’s	Name],I	am	writing	to	formally	request	the	termination	of	my	mobile	services	with	[Service	Provider’s	Name].	I	have	been	a	loyal	customer	for	[duration	of	service]	and	have	appreciated	the	quality	of	service
provided.	However,	due	to	[state	your	reason	for	termination,	e.g.,	relocation	to	a	different	country,	switching	to	a	different	service	provider],	I	am	no	longer	in	need	of	your	mobile	services.I	kindly	request	that	you	process	the	termination	effective	from	[desired	termination	date],	allowing	me	ample	time	to	make	alternative	arrangements.	I
understand	that	a	reasonable	notice	period	is	usually	required,	and	I	am	willing	to	comply	with	any	necessary	procedures	to	facilitate	a	smooth	transition.Please	consider	this	letter	as	my	official	notice,	and	I	kindly	ask	that	you	provide	a	written	confirmation	of	the	termination	of	my	mobile	services.	This	confirmation	will	serve	as	proof	that	the
termination	request	has	been	received	and	processed	by	your	company.Additionally,	if	there	are	any	outstanding	bills	or	fees	associated	with	my	account,	please	include	a	final	statement	in	your	confirmation	letter.	I	will	settle	any	remaining	amount	promptly.	Kindly	let	me	know	the	preferred	method	of	payment	and	provide	any	necessary	instructions
for	the	settlement.If	there	are	any	company-owned	equipment,	such	as	a	mobile	device	or	SIM	card,	that	I	need	to	return,	please	let	me	know	the	return	process	and	provide	the	necessary	instructions	and	address.	I	will	ensure	that	the	equipment	is	returned	to	you	in	a	timely	manner	and	in	good	condition.I	would	like	to	take	this	opportunity	to
express	my	appreciation	for	the	services	provided	by	[Service	Provider’s	Name].	Throughout	my	tenure	as	a	customer,	I	have	enjoyed	a	reliable	and	efficient	mobile	service.	I	would	like	to	thank	you	and	your	team	for	your	professionalism	and	assistance	during	this	time.Enclosed	with	this	letter,	please	find	a	copy	of	my	identification	[or	any	other
relevant	document,	if	applicable],	as	requested	by	your	company.Thank	you	for	your	attention	to	this	matter.	I	would	appreciate	a	prompt	response	confirming	the	termination	of	my	mobile	services	and	providing	any	additional	instructions	or	information	as	necessary.	Should	you	require	any	further	information	or	have	any	questions,	please	do	not
hesitate	to	contact	me	at	the	phone	number	or	email	address	provided	above.Sincerely,[Your	Full	Name]


