
 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Date] 

 

[Recipient's Name] 

[Recipient's Title or Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Subject: Termination of Business Contract 

 

Dear [Recipient's Name], 

 

I hope this letter finds you well. I am writing to formally notify you of our decision to terminate the 

business contract between [Your Company Name] and [Recipient's Company Name], effective [date], in 

accordance with the termination clause outlined in the agreement signed on [date]. 

 

The reasons for this decision include [briefly explain the reasons for termination, such as breaches of 

contract, failure to meet agreed-upon deadlines, etc.]. We have attempted to address these concerns 

through previous communications, but unfortunately, the issues persist, leaving us with no alternative 

but to terminate the contract. 

 

Per the terms of our agreement, [mention any specific details regarding notice period, financial 

implications, or other relevant termination conditions]. We believe that this decision is in the best 

interest of both parties and will allow us to pursue alternative arrangements that better align with our 

business objectives. 

 

We appreciate the efforts made by [Recipient's Company Name] during the duration of our partnership. 

Despite the challenges we have faced, we hope to part ways amicably and professionally. 

 

Please consider this letter as our formal notice of contract termination, and we request that you take 

the necessary steps to conclude any outstanding matters as per the terms of the agreement. If there are 

any further discussions required or if you have questions regarding the termination process, please do 

not hesitate to contact us at [your email address] or [your phone number]. 

 



We wish [Recipient's Company Name] continued success in their future endeavors. 

 

Sincerely, 

 

[Your Full Name] 

[Your Title] 

[Your Company Name] 

[Your Signature - if sending a hard copy] 


