NOTICE OF NON-RENEWAL
Letter templates for SaaS and software vendor contracts
Four versions and a follow-up email. Replace every highlighted field, delete the versions you do not need, and print or export the letter on your company letterhead.

Before you send
1. Find the notice deadline: the term end date minus the notice period in your agreement (for example, 60 days before 31 March 2027 is 30 January 2027). Send at least two weeks before it.
1. Read the "Notices" clause: it says how notice must be sent (email, registered mail, courier, portal) and to which address. Notice sent another way may not count.
1. List every Order Form and amendment that renews on the same date, and name each one in the letter.
1. Check for a minimum term or a multi-year commitment: a non-renewal notice does not end a term that has not finished.
1. Have the letter signed by someone with authority to give notice under the agreement.
1. Keep proof: the sent email, the courier or registered-mail receipt, and the vendor’s confirmation.
Which version to use
1. Version A: you want the subscription to end.
1. Version B: you might stay, but only on new terms.
1. Version C: you want to keep the product with fewer seats or modules.
1. Version D: short email, only if the agreement allows notice by email.

These templates are general examples, not legal advice. Contract terms differ: check your agreement, and ask a lawyer when the amount at stake or the wording is unclear.
Track notice deadlines for every vendor: free SaaS renewal tracker


VERSION A
Standard notice of non-renewal
Use when you want the subscription to end at the end of the current term.
[Your company name]
[Your company address]
[Date]
[Vendor legal name, exactly as in the agreement]
Attn: [Notices contact named in the agreement, e.g. Legal Department]
[Notice address or email from the "Notices" clause]
Sent by: [the method the agreement requires, e.g. email to legal@vendor.com and registered mail]
Subject: Notice of non-renewal – [agreement name], [Order Form number]
Dear [Name, or "Sir or Madam"],
In accordance with Section [number] ([clause name, e.g. "Term and Renewal"]) of the [agreement name, e.g. Master Subscription Agreement] dated [date] between [your company legal name] ("Customer") and [vendor legal name], and [Order Form number] dated [date], Customer gives notice that it will not renew [the agreement / the subscriptions listed below] at the end of the current term on [term end date].
This notice applies to: [products or subscriptions, quantities and Order Form numbers].
Please do not renew or extend these subscriptions automatically, and do not issue an invoice for any renewal term.
Please confirm in writing by [date, e.g. 10 business days from today] that you have received this notice and that the subscriptions above will end on [term end date]. Please also confirm how Customer can export its data before that date, and the data return and deletion process under Section [number].
Nothing in this notice waives any of Customer’s rights under the agreement.
Sincerely,
[Name]
[Title, someone authorised to give notice under the agreement]
[Your company legal name]
[Email] · [Phone]


VERSION B
Notice of non-renewal, open to new terms
Use when you might stay, but only on better terms. The notice stops the automatic renewal, so the negotiation starts from your position, not from the renewal date.
[Your company name]
[Your company address]
[Date]
[Vendor legal name, exactly as in the agreement]
Attn: [Notices contact named in the agreement, e.g. Legal Department]
[Notice address or email from the "Notices" clause]
Sent by: [the method the agreement requires, e.g. email to legal@vendor.com and registered mail]
Subject: Notice of non-renewal – [agreement name], [Order Form number]
Dear [Name, or "Sir or Madam"],
In accordance with Section [number] ([clause name, e.g. "Term and Renewal"]) of the [agreement name, e.g. Master Subscription Agreement] dated [date] between [your company legal name] ("Customer") and [vendor legal name], and [Order Form number] dated [date], Customer gives notice that it will not renew [the agreement / the subscriptions listed below] at the end of the current term on [term end date].
This notice applies to: [products or subscriptions, quantities and Order Form numbers].
Customer is open to discussing a new agreement on revised terms before [term end date]. Any new agreement must be in writing and signed by both parties. Until then, this notice stands, and the subscriptions above will end on [term end date] without automatic renewal.
Please confirm in writing by [date] that you have received this notice. If you would like to propose new terms, please send them to [name, email] by [date].
Nothing in this notice waives any of Customer’s rights under the agreement.
Sincerely,
[Name]
[Title, someone authorised to give notice under the agreement]
[Your company legal name]
[Email] · [Phone]


VERSION C
Notice of partial non-renewal (reduce seats or modules)
Use when you want to keep the product with fewer licences or modules. Check first that your agreement allows reductions at renewal; many only allow them on the renewal date, and some not at all.
[Your company name]
[Your company address]
[Date]
[Vendor legal name, exactly as in the agreement]
Attn: [Notices contact named in the agreement, e.g. Legal Department]
[Notice address or email from the "Notices" clause]
Sent by: [the method the agreement requires, e.g. email to legal@vendor.com and registered mail]
Subject: Notice of partial non-renewal – [agreement name], [Order Form number]
Dear [Name, or "Sir or Madam"],
In accordance with Section [number] ([clause name, e.g. "Term and Renewal"]) of the [agreement name, e.g. Master Subscription Agreement] dated [date] between [your company legal name] ("Customer") and [vendor legal name], and [Order Form number] dated [date], Customer gives notice that it will not renew the following at the end of the current term on [term end date]:
1. [Product or module]: [number] of [current number] licences
1. [Product or module]: all licences
From [renewal date], Customer’s subscription will be limited to [remaining quantities and products]. Please send a revised renewal quote for these quantities only, at the per-unit price in the current Order Form unless agreed otherwise in writing.
Please confirm in writing by [date] that you have received this notice and that the renewal will reflect these quantities.
Nothing in this notice waives any of Customer’s rights under the agreement.
Sincerely,
[Name]
[Title, someone authorised to give notice under the agreement]
[Your company legal name]
[Email] · [Phone]


VERSION D
Short email version
Use only if the agreement allows notice by email. Send it to the notices address in the agreement, not only to your account manager, and keep the sent copy.
To: [notices email from the agreement]
Cc: [your account manager]; [your legal or procurement contact]
Subject: Notice of non-renewal – [agreement name], [Order Form number]
Hello,
Under Section [number] of our [agreement name] dated [date], [your company legal name] gives notice that it will not renew [the subscriptions under Order Form number] at the end of the current term on [term end date].
Please do not renew these subscriptions automatically or invoice a renewal term, and confirm receipt of this notice by reply by [date].
Regards,
[Name], [Title], [Company]


FOLLOW-UP
If the vendor has not confirmed within 5 business days
Subject: Second request: confirmation of non-renewal notice – [agreement name]
Hello,
On [date sent], we sent notice of non-renewal for [agreement name / Order Form number] under Section [number], by [method]. A copy is attached. We have not yet received your confirmation.
Please confirm by [date] that the notice has been received and that the subscriptions will end on [term end date] [or: will renew only for the quantities set out in the notice].
Regards,
[Name], [Title], [Company]
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