
Vendor Contract Termination Letter 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

 

Dear [Vendor Contact Name], 

We appreciate the partnership we have built with [Vendor Company Name]. However, due to 

changed business needs, we regret to inform you that we must terminate our contract, effective 

[Insert Termination Date]. 

We have thoroughly evaluated our current situation, and this decision aligns with our new 

strategic direction. 

Please ensure that any outstanding obligations are settled before the termination date. We would 

like to thank you for your services and wish you the best in your future endeavors. 

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

directly. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email] 


