
Urgent Contract Termination Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter serves as a formal notice of the urgent termination of the contract dated [Insert 

Contract Date], between [Your Company Name] and [Recipient's Company Name]. Due to 

[specific reason for termination], we regret to inform you that we are initiating the termination 

process effective immediately. 

As per the terms outlined in the contract, we expect all obligations to cease immediately. Please 

ensure that all materials, documents, and any outstanding matters related to this contract are 

handled accordingly. 

If you have any questions regarding this termination or require further clarification, please do not 

hesitate to contact me directly at [Your Phone Number] or [Your Email Address]. 

We appreciate your attention to this matter and look forward to your prompt confirmation of 

receipt of this notice. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 


