YOUR LOGO
Date:  8/19/2015
To:  
Super Cleaners

1234 Sample Street
               Sample, WA 99352


super@superclean.com
From: 
Your contact Info
Subject: Janitorial Master Contract 00508, End of Work Contract #, Title 

This Contract Termination notice is issued in accordance with the authority under Master Contract (00508), section 21.3.

21.3 TERMINATION FOR CONVENIENCE 

Except as otherwise provided in this Master Contract, the Department of Enterprise Services, at the sole discretion of the Contract Administrator, may terminate the work contract, in whole or in part by giving thirty (30) calendar days or other appropriate time period written notice beginning on the second day after mailing to the Contractor. If the work contract is so terminated, Purchaser shall be liable only for payment required under this Master Contract for properly authorized services rendered, or materials, supplies and/or equipment delivered to and accepted by the Purchaser prior to the effective date of work contract termination. Neither the Department of Enterprise Services nor Purchaser shall have any other obligation whatsoever to the Contractor for such termination. This Termination for Convenience clause may be invoked by DES when it is in the best interest of the State of Washington.

Your contract with the Washington State Department of Transportation will terminate XXXXX.  Your last working day will be XXXXXX.
Should you have any questions please call me at phone # or email me at XXXXX.  
Thank you for your service and continued interest in doing business with the state.   
Sincerely,
Name

