SERVICE CONTRACT TERMINATION LETTER

[Your Name or Company Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]
[Service Provider’s Name or Company Name]
[Service Provider’s Address]
[City, State, ZIP Code]
Subject: Service Contract Termination Notice
Dear [Service Provider’s Name],
I am writing to formally notify you that [Your Name/Company Name] is exercising its right to terminate the Service Contract dated [Contract Start Date], in accordance with the terms outlined in the agreement. This letter serves as official written notice of termination.
Termination Effective Date
The contract will formally end on [Termination Date], which complies with the required notice period stated in the agreement.
Reason for Termination (Optional)
[Optional paragraph—include if you choose to provide a brief explanation.]
Example: Due to recent operational changes, we will no longer require the services covered under the contract.
Final Obligations & Deliverables
Please ensure the following items are completed before the termination date:
· Submission of any outstanding work or deliverables
· Final invoice for services rendered up to the termination date
· Return of any company property, documents, or materials
Any final payments due to you will be processed upon receipt of the final invoice and verification of completed obligations.
Account Access & Property Return
Please discontinue work and return any confidential information, files, tools, or assets belonging to [Your Name/Company Name] no later than [Return Deadline].
Closing
We appreciate the services you have provided during the term of our agreement. Should you have any questions regarding this termination notice, please contact me directly at [Your Phone Number] or [Your Email Address].
Sincerely,
[Your Name]
[Your Company Name, if applicable]
Title (if applicable)
Signature (if sending a printed copy)
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