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Caution:  This form has two sections.  Section 1 includes the heading and seal, and has wide margins.  
It ends a couple of lines above this line.  Section 2 has normal margins.  When you start using this form, be sure you are only in Section 2.  That will preserve the margins.  By deleting this note and doing nothing in the document above this note, you shouldn’t have any problems.
Date
Company Name

Street Address

City, State  Zip
Attn:  Vendor Contact
Re:  Notice of Termination, Contract XXXXX
Dear XXXXX:

This is to inform you that the City and County of San Francisco will not be extending Contract XXXXX, Title of Contract.
This letter will serve as your thirty (30) day Notice of Termination.  The contract will expire on Enter date.

We would like to thank you for the many years of service that you have provided to the City.

Sincerely,

Name of Purchaser

Title

Phone No.
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