Notice of Termination: Cleaning Services
[Date]
[Cleaning company name]
[Company address]
Re: Cleaning services agreement dated [date] for [building name and address]
Dear [name],
This letter is our written notice that we are ending the cleaning services agreement named above. Under section [ ] of the agreement, which requires [30] days' notice, the last day of service will be [date].
[Only if you're ending it for poor service: We are ending the agreement under section [ ] because the problems we reported in writing on [dates] have not been corrected.]
Before that date, please:
Return all keys, key cards and badges to [name] by [date], and confirm in writing that no copies were kept.
Remove any equipment and supplies your company owns by [date]. Supplies we paid for stay in the building.
Send the final invoice by [date], covering service through [date] only.
We'll change the alarm codes after the last visit. Thank you for your work at [building name].
Sincerely,
[Name], [title]
[Organization], [phone], [email]
