
Termination of Professional Services 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to formally inform you that we will be terminating our professional services 

regarding the [Project Name] effective [Termination Date]. We have completed the project as per 

the agreed terms, and we believe all deliverables meet the outlined specifications. 

We appreciate the opportunity to work with you and your team on this project. Should you 

require any further assistance or documentation, please do not hesitate to reach out. 

Thank you for your understanding, and we wish you all the best in your future endeavors. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


