[Date]

[Company]

[Customer Address]

[Customer City, State, Zip]

Re:  Billing Account Number [Insert the account number(s)]

Please be advised that [Company] request to have the above mentioned account number(s) moved to a month to month agreement. 

 We do not wish for our contract to auto renew for any term length.

Respectfully,

[Name]

[Company]

[Title]

Cc:  [Company] AP Department
