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Introduction 

Official letters are very popular now a day. These letters are very useful. Termination letter are of 

many types. One of them is discussed here. Business agreement letters are very useful. These letters 

are used to end the business agreement and to inform the the receiver that the contract between the 

two companies are terminated. This termination may result due to any kind of glitches or fraud or 

incomplete contract. These contracts also end when the raw materials also have some types of errors. 

Business Agreement Termination Letter Tips 

There are some types of rules and regulations that are to be followed. Some guidelines are 

maintained. These precautions are necessary before writing these letters. The following are some 

of them: 

• The letter should not contain any type of mistakes. 

• The letter should be written sensibly. 

• The letter should show all respect. 

• The letter should end with a wish of luck. 
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Sample Business Agreement Termination Letter 

From, 

__________ (name of the sender of the letter) 

__________ (designation of the sender) 

__________ (address of the letter sender) 

Date: __________ (Writer of the letter wrote the letter on this very date) 

To, 

___________ (name of receiver of the letter) 

___________ (designation of the letter) 

___________ (address of the letter receiver) 

Subject: Letter to end the Business Agreement 

Respected Sir, 

On behalf of our organization it is on my part to inform you that the business agreement between our 

companies had been terminated. This termination is dated on ABC. Your performance in the last 

contract was not satisfactory. The raw materials was of low quality not only that the products were 

not complete even the number of products was less. The contract was not completed by you. 

As per the rules of our contract, your payment was stopped due to the above mentioned factors. Your 

stuffs were already posted in your office address. The payments could not be sent. The custody is on. 

The payments will be dispatched after the enquiry. 

I hope this glitch will not happen ever again. Thanking you. 

Yours Sincerely, 

Name and Signature 
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Business Agreement Termination Letter Template 

From, 

__________  

__________  

__________  

Date: __________ (letter writer wrote the letter on this very day) 

To, 

___________  

___________ 

___________  

Subject: Letter of termination of the business agreement 

Respected Sir, 

It is on my part on behalf of our company to inform you that our contract has been terminated. This 

thing happened due to the fraud from your company. The products were not up to the mark. The 

decision was taken collectively by all the members of our board of directors. 

The products are sent back to your company. The payments could not be sent, this is due to the 

ongoing enquiry. I hope this glitch will be totally exposed. As the enquiry completes the payments will 

be cleared. Thanking you. 

Yours faithfully, 

Name and Signature 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


