
CONTRACT TERMINATION LETTER 

Dear (Recipient's Name),

I am hereby writing to provide an official notification regarding the termination of our Contract, titled 
(Contract Title), which was signed on (Contract Execution Date) by (Your name or your organization 
name) and (Recipient's name or recipient's organization).

Upon thorough consideration and careful examination of the contractual terms and performance, we 
have concluded that it is necessary to terminate the Contract following the terms specified in Section 
(X) of the agreement. 

The termination of this Contract will be effective on (Termination Date), for the following reasons 
specified below:  

___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 

Following the Contract, it is mutually agreed that both parties are bound to fulfill their respective 
responsibilities upon termination. Additionally, any outstanding payments, if applicable, are expected 
to be settled, and all assets or property belonging to (Your name or your organization] be returned 
before the (specific date). 

Please do not hesitate to reach out to me directly at _______________________ (your phone number) 
or _______________________ (your e-mail address) if you have any questions or require further 
clarification regarding the termination process. 

 Sincerely,   

_____________________________   _____________________________

(signature)      (Your Name) 

       (Your Title/Position) 

       (Your Organization)


