To
[The Recipient Name]
[Address]
Date:
Please allow this letter to represent my formal demand to cancel our insurance policy with your company. I had availed of your premium insurance policy plan and was using it since January 20XX. 
As of recent, my company has suffered massive financial loss due to the pandemic. The revenue has been at an all-time low and unfortunately, I am unable to continue with this insurance policy plan. The reason is none other than that my company can simply not afford it any longer. I have been struggling to pay the premium on your policies and unfortunately must cancel our plan with you with immediate effect. I regret to have to make this decision, but I have to look for an alternate plan which my company can afford.
Please know that I do not give permission for any of the two insurance plans I was availing previously to take money from my corporate account. Any amount taken after 22nd December shall not be with my permission and your company will be liable to pay it back. 
In addition, I would also like to request to please pay back the unused premium of my policy which amounts to 1000 USD. I would like to have your representative explain to me the legalities of withdrawing from the insurance policy midway. Thank you so much for your cooperation. Looking forward to hearing from you.
Regards,
Ms. Annabelle Cortez.
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