[Print on Company Letterhead or insert Address]
<<Company Name>>

<<Address>>

<<Address>>

<<Zip Code>>

<<Contact Name>>

<<Date>>

Dear <<Name of Contact>>


Re.  
<<Name of Agreement>>

<<Date of Agreement>>

This is to notify you of our intention to exercise our right to terminate our agreement << # or Name of Agreement>>.
We wish to continue your services on a month-to-month basis with all other terms of the agreement intact until otherwise advised by the undersigned.

If you have any questions concerning the above, please feel free to contact the undersigned.
Sincerely,

<<Name>>

<<Title>>

<<email>>

<<Phone Number>>

For and on behalf of <<Company Name>>
Supplier Termination - Month to Month Letter

