
Vendor Termination Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Today's Date]

[Vendor's Name]

[Vendor's Address]

[City, State, Zip Code]

Subject: Vendor Termination Letter

Dear [Vendor's Name],

I hope this letter finds you well. We are writing to inform you of our decision to terminate the vendor

agreement between [Your Company/Organization Name] and [Vendor's Company Name]. Effective

termination date will be [Termination Date - usually 30 days from the date of the letter].

The decision to terminate the agreement is based on various factors, including but not limited to:

1. Unsatisfactory performance: Over the past few months, we have experienced instances where

the quality of products or services provided by your company did not meet the agreed-upon

standards.

2. Breach of contract: We have observed that your company failed to adhere to specific terms and

conditions outlined in the vendor agreement, resulting in a breach of contract.

3. Communication issues: There have been significant communication gaps, delays in response

times, and inadequate collaboration, which has impacted our ability to conduct business efficiently.

4. Financial concerns: Recent financial discrepancies and inconsistencies in billing and payment

processes have raised serious concerns about the financial stability of your company.

As per the terms of the vendor agreement, we will provide a 30-day notice period for the termination



to allow for an orderly transition of services. During this notice period, we request you to continue

fulfilling your obligations under the agreement to the best of your ability. Please note that any

pending payments, deliverables, or services must be completed before the termination date.

Upon the termination date, you are expected to promptly return any property or confidential

information belonging to our company and cease using our trademarks, logos, and any other

intellectual property.

We understand that this decision may come as a disappointment, but we believe it is in the best

interest of both parties. We remain open to discussing any concerns you may have regarding the

termination and exploring possible resolutions.

Please acknowledge your receipt of this letter and your understanding of the termination process by

signing and returning a copy of this letter to us within [number of days - usually 5-7 days] from the

date of receipt.

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

Phone Number] or [Your Email Address].

Thank you for the services you have provided during our business relationship. We wish you the

best in your future endeavors.

Sincerely,

[Your Name]

[Your Title/Position]

[Your Company/Organization Name]


