From
[Buyers name]
[Buyers contacts & address]

To:
[Suppliers details]
[Suppliers address]
[Date on which the letter is written]

SUBJECT: Termination letter to purchase agreement
Dear Sir/Madam,
I at this moment regretfully write this letter to officially notify you that I am canceling the purchase agreement referenced _________ [input reference number], that was signed on _________ [Date when the letter was signed]. The reason as to why I am canceling the agreement is due to ____________ [mention the reason for your cancellation].

Due to this reason, we need a full/partial reimbursement of the funds issued in the original agreement. I have attached all the necessary documents that will assist in the cancellation process. However, after this, we shall continue to make other purchases provided that you observe the delivery timeline. Also, I hope that you’ll observe the supply requirements of the latter. I hope for the fullest cooperation from you so that we achieve a seamless and efficient legal formality.

Yours sincerely
_____________ [Name of the sender]
_____________ [name of organization]


