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Introduction

This kind of letter is written in order to end up a contract, whether it is regarding any business matter
or any other matter. The respective details for the termination of the contract is mentioned clearly in
the letter and even the date of the termination is strictly provided to the person, to whom the letter is
addressed to so that the person or may be a company or a group, clears up all the dues before that

given date. The letter must be a formal one with a proper decency in the language of writing.
Termination letter — End of contract Tips
Here are some specific rules to write a perfect termination letter for end of a contract:

* The letter must be a total formal letter, with a proper gratitude and respect shown in its

words.
e Exact details about the reason for the end of the contract must be mentioned in the letter.
* The letter must not contain any kind of abusive or offensive words in it.

* The letter must be ended properly with thanks giving a due respect to the recipient.
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Sample Termination letter — End of contract

From,

Date: (date of writing the letter)

To,

Subject: termination of contract
Dear XYZ,

By this letter we hereby inform you that we very much disappointed by your services. Since the last
few months you have been providing delayed services and even the quality of the supplies have
decreased a lot. This is affecting our production to the worst and hence, we want to end up the
contract, according to the lines of the agreement we signed at the starting of the contract.

You are requested to supply all your remaining supplies left and we’ll provide you with the due
payments. The final date of the termination is ABC.

Thanking you,
Yours sincerely,

Name and signature
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Termination letter — End of contract Template

From,

Date: (date of writing the letter)

To,

Subject: contract termination

Dear (name of the receiver),
This letter is to inform you that the contract, we made on (date of the starting of the
contract), is going to be ended up by our company on the upcoming (date of the end of

the contract) due to the several problems we are facing in the business with your company. The

reasons come up to be

(details of

the reason for termination).

You are kindly requested to clear up all the dues to our company and we promise to so the same

within the given time. We wish you best of your luck for any kind of future.
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Thanking you,
Yours faithfully,

Name and signature
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Disclaimer

The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher
make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information
contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility

for your actions.

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher
shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or

indirectly from any use of this material, which is provided “as is”, and without warranties.
The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook.
All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose.

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express

permission from www.letters.org
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