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August 1, 1995

[
t
y
p
e
 
r
e
c
i
p
i
e
n
t
’
s
 
n
a
m
e
 
h
e
r
e
]
[
t
y
p



e
 
r
e
c
i
p
i
e
n
t
’
s
 
a
d
d
r
e
s
s
 
h
e
r
e
]

Dear [recipient’s name],
Please Note

This letter is our formal notice that we have terminated our contact with [name of company], 
as 
mentioned in our telephone conversation.
The termination is to be effective from [date].
Sincerely,

[Sign here]

[type your name here]
[type your job title here]


