
Agreement Termination Or Cancellation Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Today's Date]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Company Address]

[City, State, Zip Code]

Subject: Termination/Cancellation of Agreement

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally terminate and cancel the agreement between

[Your Company/Organization Name] and [Recipient's Company/Organization Name], which was

entered into on [Agreement Date].

Due to [briefly explain the reason for termination/cancellation], we have decided that it is in the best

interest of both parties to bring the agreement to an end. It is essential to emphasize that this

decision was not taken lightly, and we have carefully considered all available options before arriving

at this conclusion.

As per the terms outlined in the agreement, we are required to provide [notice period, if applicable]

notice prior to termination/cancellation. We assure you that we will fulfill any outstanding obligations

or commitments during this notice period to ensure a smooth transition.

Please consider this letter as an official notice of our intention to terminate and cancel the

agreement effective from [termination/cancellation effective date], which is [notice period, if



applicable] from the date of this letter.

Additionally, we kindly request that you arrange for the return of any proprietary materials,

equipment, or confidential information belonging to [Your Company/Organization Name] that may be

in your possession or control. Likewise, we will promptly return any items or information belonging to

[Recipient's Company/Organization Name].

Our accounting department will be in touch to settle any outstanding financial matters and ensure

that both parties are compensated or refunded appropriately, as per the terms of the agreement.

We understand that this termination/cancellation may raise questions or concerns, and we are open

to discussing any necessary details to facilitate the process. You can reach me at [Your Phone

Number] or [Your Email Address].

We value the business relationship we have had with [Recipient's Company/Organization Name],

and we sincerely regret any inconvenience this termination/cancellation may cause. We wish you all

the best in your future endeavors.

Thank you for your understanding.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]


