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[Date]

[Recipient name]
[Title]
[Company]
[Address, City, State, Zip Code]

Dear [Recipient name],

I am writing this letter to request you to cancel my gym membership. It has 
been a great experience with [gym name] and I have always been satisfied 
with your services. However, I am moving to [place] permanently for a new job 
and therefore I will not be able to avail myself of your services in the future.

Kindly initiate the cancellation process. I look forward to hearing from you.

Sincerely,

[Your name]
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