Vendor Service Termination Letter
Name of sender

Position of sender

Company name of sender

Address of sender

Date

Name of receiver

Address of receiver

Dear (name of receiver),

I am writing this letter to let you know that the contract between (company name of sender) and (company name of receiver) expires on (date). Because of the poor economic situations our company cannot continue acquiring bulk supplies from your company. This is why (company name) has decided upon the termination of the supply of goods upon the expiration of the contract.

On behalf of (company name of sender) I would like to thank (company name of receiver) for the high quality service provided over the years. In case the economy improves, our company will reconsider signing a new contract with your company, which will be discussed at a future point.

We wish (company name of receiver) all the best and please don’t hesitate to contact us for reference for future contracts, as we have been very pleased with the services you offered us until this point.

Thank you.

Best regards,

Name of sender

Position of sender

Company name of sender

