
Contract Termination Notification 

Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, ZIP Code] 

Dear [Client's Name], 

We are writing to formally notify you of the termination of our contract dated [Insert Contract 

Date], regarding [Briefly Describe Contract]. This notice is being provided in accordance with 

the terms outlined in our agreement. 

The termination will be effective as of [Insert Termination Date], allowing for a [Insert Notice 

Period] notice period as stipulated in our contract. Please make sure to settle any outstanding 

balances by this date. 

If you have any questions or require further clarification, please do not hesitate to contact us at 

[Your Contact Information]. 

Thank you for your cooperation and understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, ZIP Code] 

[Your Phone Number] 

[Your Email Address] 


