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

<<Address>>

<<Address>>

<<Zip Code>>

<<Contact Name>>

<<Date>>

Dear <<Name of Contact>>,

As you know, our industry is becoming increasingly competitive.  As a result, we are implementing a number of key spend management strategies to reduce the costs of the products and services we purchase.  We are also taking steps to improve our internal efficiency and effectiveness related to purchase transactions.

As such, we have decided to move forward with the Volvo Preferred Supplier program to consolidate our supplier base for products and services based on their ability to service our organization with nationally negotiated rates.  It is our understanding that there are no early termination penalties to our current agreement. If you have documentation suggesting there is a valid agreement in place and/or early termination provisions, please notify us within five (5) business days of receipt of this letter.
Please coordinate the termination of your services with (Name) at (Phone Number). 
We would like to thank you for the service you have provided to our organization and wish you the best in your future endeavors.

Sincerely,

<<Name>>

<<Title>>

<<email>>

<<Phone Number>>

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

