VENDOR CONTRACT CANCELLATION LETTER

[DATE OF LETTER]

[SENDER NAME]

[SENDER TITLE]

[SENDER COMPANY NAME]

[SENDER STREET ADDRESS]

[SENDER CITY, STATE, ZIP CODE]

[SENDER EMAIL ADDRESS]

[SENDER PHONE NUMBER]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[RECIPIENT STREET ADDRESS]

[RECIPIENT CITY, STATE, ZIP CODE]

RE: NOTICE OF CANCELLATION OF VENDOR CONTRACT — [CONTRACT NUMBER OR REFERENCE]

Dear [RECIPIENT NAME]:

This letter constitutes formal written notice of cancellation of the vendor contract identified below, effective as of [EFFECTIVE DATE OF CANCELLATION], in accordance with the terms of the contract and applicable law.

1. CONTRACT INFORMATION

1.1 Contract Title: [CONTRACT TITLE]

1.2 Contract Date: [CONTRACT DATE]

1.3 Contract Number or Reference: [CONTRACT NUMBER OR REFERENCE]

1.4 Parties to Contract: [SENDER COMPANY NAME] ("Company") and [RECIPIENT COMPANY NAME] ("Vendor")

1.5 Services or Goods Provided: [DESCRIPTION OF SERVICES OR GOODS]

1.6 Contract Term: [CONTRACT START DATE] through [CONTRACT END DATE]

1.7 Contract Value: [TOTAL CONTRACT VALUE]

2. EFFECTIVE DATE AND SCOPE OF CANCELLATION

2.1 Effective Date: This cancellation shall take effect on [EFFECTIVE DATE OF CANCELLATION].

2.2 Scope: This cancellation applies to the entire contract and all services or goods to be provided thereunder, unless otherwise stated here: [SCOPE OF CANCELLATION OR "ENTIRE CONTRACT"].

2.3 Services After Effective Date: Vendor shall cease all work and shall not incur further costs or obligations on behalf of Company after the effective date, except as expressly authorized in writing by Company.

3. REASON FOR CANCELLATION

3.1 Reason: [REASON FOR CANCELLATION]

3.2 Notice Provision Relied Upon: [CONTRACT SECTION NUMBER AND TITLE, E.G., "SECTION 12.2 — TERMINATION FOR CONVENIENCE"]

3.3 Notice Period Required: [NOTICE PERIOD REQUIRED UNDER CONTRACT]

3.4 Date Notice Period Begins: [DATE NOTICE PERIOD BEGINS]

4. OUTSTANDING OBLIGATIONS AND PAYMENT

4.1 Amounts Due to Vendor: [AMOUNT DUE OR "TO BE DETERMINED"]

4.2 Payment Terms: Company shall pay Vendor for services or goods satisfactorily performed and accepted prior to the effective date, in accordance with the contract payment terms, within [PAYMENT PERIOD] days of receipt of a final invoice.

4.3 Final Invoice Due Date: [FINAL INVOICE DUE DATE]

4.4 Vendor Obligation to Return Property: Vendor shall return all Company property, materials, confidential information, and access credentials in its possession by [RETURN DATE].

4.5 Company Obligation to Return Property: Company shall return all Vendor property in its possession by [RETURN DATE].

5. TRANSITION AND COOPERATION

5.1 Transition Assistance: Vendor shall provide reasonable cooperation and transition assistance as requested by Company through [TRANSITION END DATE], including [DESCRIPTION OF TRANSITION ASSISTANCE].

5.2 Delivery of Work Product: Vendor shall deliver all completed and in-progress work product, documentation, and data by [DELIVERY DATE].

5.3 Confidentiality: The confidentiality obligations of the contract shall survive cancellation in accordance with [CONTRACT SECTION NUMBER OR "THE TERMS OF THE CONTRACT"].

6. SURVIVAL OF CONTRACT TERMS

6.1 Surviving Provisions: The following provisions of the contract shall survive cancellation: [LIST SURVIVING SECTIONS, E.G., "CONFIDENTIALITY, INDEMNIFICATION, LIMITATION OF LIABILITY, AND DISPUTE RESOLUTION"].

6.2 No Waiver: Cancellation of the contract shall not waive any rights or remedies accrued prior to the effective date.

7. DISPUTE RESOLUTION

7.1 Governing Law: This cancellation and the contract shall be governed by the laws of [GOVERNING LAW JURISDICTION].

7.2 Dispute Resolution Procedure: Any dispute arising from this cancellation shall be resolved in accordance with [CONTRACT SECTION NUMBER OR "THE DISPUTE RESOLUTION PROVISIONS OF THE CONTRACT"].

8. ACKNOWLEDGMENT AND SIGNATURES

8.1 Acknowledgment: Vendor is requested to sign below to acknowledge receipt of this cancellation notice. Acknowledgment does not constitute agreement that the cancellation is valid or that any amounts claimed are owed.

8.2 Company Signature:

Signature: ______________________________

Name: [SENDER NAME]

Title: [SENDER TITLE]

Company: [SENDER COMPANY NAME]

Date: [DATE OF LETTER]

8.3 Vendor Acknowledgment:

Signature: ______________________________

Name: [RECIPIENT NAME]

Title: [RECIPIENT TITLE]

Company: [RECIPIENT COMPANY NAME]

Date: [ACKNOWLEDGMENT DATE]

9. DELIVERY OF NOTICE

9.1 Method of Delivery: [METHOD OF DELIVERY, E.G., "CERTIFIED MAIL, RETURN RECEIPT REQUESTED, AND EMAIL"]

9.2 Delivery Address: [DELIVERY ADDRESS]

9.3 Date Sent: [DATE SENT]

9.4 Copy To: [NAME AND ADDRESS OF ADDITIONAL RECIPIENT, IF ANY]

Please direct any questions regarding this cancellation to [CONTACT NAME] at [CONTACT EMAIL ADDRESS] or [CONTACT PHONE NUMBER].

Sincerely,

[SENDER NAME]

[SENDER TITLE]

[SENDER COMPANY NAME]


Downloaded from www.printablelegaldoc.com
https://www.printablelegaldoc.com/
