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<Date>

<Company Name>
<Street Address, Suite #>
<City, State Zip Code>
Attn: <Name, Title>
Reference: California PO Number <Number> 
Subject: CANCELLATION OF CONSULTING SERVICES AGREEMENT

Dear <Name>:

The purpose of this letter is to request termination of the referenced consulting services agreement effective <Date>.  Thank you for your years of consulting services support to the Office of Systems Integration – <Name>Project.
As the <Name>Project is closing its doors no later than <Date>, we ask that you submit all remaining invoices within 30 days after the final date of service. As a reminder the address for invoice submittal is:  

Office of Systems Integration

Attn: Accounting Office

P.O. Box 138014

Sacramento, CA  95813-8014

If you have any questions or concerns regarding this communication, please contact <Name>, Contract Manager at <Email>@osi.ca.gov or (916) xxx-xxxx. 

Sincerely,

<Name>
<Project Name> Project Director
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	Do Your Part to Help California Save Energy

To learn more about saving energy, visit the OSI web site at http://www.osi.ca.gov
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