To be printed on your company letter head
Dear Sir/Madam

 

To whom it may concern. 

 

I wish to formally terminate our (current suppler) supply agreement with you as of today (date)
 

Our Meter Point Reference Number: (you’re supply details)

Our Termination Date: (your contract end date)
Our Supply Address: (your sites address)
This letter has been sent to you to ensure I can choose a new supplier if I wish to do so when my current agreement ends.
 

Please ensure you provide me with confirmation of your receipt and acceptance of this termination notice within 48hrs of receipt of this letter.
Could someone please call me back today to confirm receipt?

 

My Telephone number: (Number)
 

Yours Sincerely
