
Vendor Contract Termination Letter 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

 

Dear [Vendor Name], 

We hope this message finds you well. We are writing to formally notify you of our decision to 

terminate the vendor contract dated [Insert Contract Date], due to a change in our business needs. 

As we continue to reshape our operational strategies, it has become clear that maintaining our 

current partnership is no longer feasible. We value the services you have provided; however, we 

must prioritize our evolving requirements. 

According to Section [Insert Section Number] of our contract, we are providing [Insert Notice 

Period] days' notice of termination. The final effective date of termination will be [Insert 

Effective Termination Date]. During this notice period, we request your cooperation in winding 

down our business relationship smoothly. 

Thank you for your understanding and the support you have provided. We wish you continued 

success in your future endeavors. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 


