
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Membership Suspension Notice  

I hope this message finds you well. I am writing to inform you of the 

suspension of my membership with [Company/Organization Name], effective 

[Date of Suspension].  

This decision comes in light of [brief explanation of reason for 

suspension, if applicable]. I value the experiences and opportunities 

that [Company/Organization Name] has provided, and this was not an easy 

choice.  

I kindly request confirmation of this suspension and any necessary steps 

to ensure the process is completed smoothly. Furthermore, I would 

appreciate information regarding the possibility of reinstating my 

membership in the future.  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Membership ID, if applicable] 


