
 

1 
© Simply-Docs - EMP.SELF.05 - Letter Terminating a Consultancy Agreement 

[Print on Company’s Letterhead or insert Address] 
 
 
<<Consultant’s Name>> 
<<Address>> 
<<Address>> 
<<Postcode>> 
 
<<Date>> 
 
Dear <<   >> 
 

Termination of Consultancy Agreement 

[Following our meeting], I am writing to confirm the termination of the 
Company’s consultancy agreement with [you] OR [<<insert name of service company>>] 
dated <<insert date>> (the Agreement). The Company therefore gives you notice 
to terminate the Agreement in accordance with <<insert clause number in respect of notice 
periods from consultancy agreement>>. 
 
I confirm that the Company has no further obligations under the Agreement and is not 
under any obligation to make any further payment other than in respect of amounts due 
under the Agreement before the termination date stated above.  
 
[The provisions regarding confidentiality set out in <<insert clause number>> of the 
Agreement will continue to apply, despite the termination of the Agreement.] 
 
OR 
 
[[You] OR [<<insert name of service company>>] shall not use, copy or disclose to any 
person any confidential information about the business or affairs of the Company [or any 
other company in its group], or about any other confidential matters of which 
[you] OR [anyone working for <<insert name of service company>>] had knowledge as a 
result of providing the services under the Agreement.] 
 

[You] OR [<<insert name of service company>>] must return all Company property to 

<<Name & Title>> on or before the termination date of this Agreement. 

Finally, [you] OR [<<insert name of service company>>] must delete irretrievably any 
information relating to the Company that has been stored on any magnetic or optical disk or 
memory of any personal electronic devices that are or have been in [your] OR [<<insert 
name of service company’s>>] possession outside the Company premises. 

 
Please do not hesitate to contact me if you have any questions and thank you for your 

contribution to the Company. 

Yours sincerely, 

 
<<Name & Title>> 
For and on behalf of <<Company Name>> 
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