	CONTRACT TERMINATION AND SETTLEMENT RECORD



Closing a contract between companies: what was delivered, what is owed and what remains open
	Document code
	[TL-___]
	Version
	1.0

	Date
	[DD/MM/YYYY]
	Document owner
	



1. Record details
	Record No.
	[DD/MM/YYYY]
	Date
	[DD/MM/YYYY]

	Place
	[ ]
	
	



2. Parties and contract being terminated
PARTY DELIVERING OR PROVIDING THE SERVICE
	Full name
	[ ]
	ID or tax number
	[ ]

	Address
	[ ]
	Email
	[ ]



PARTY THAT ENGAGED OR RECEIVES THE SERVICE
	Full name
	[ ]
	ID or tax number
	[ ]

	Address
	[ ]
	Email
	[ ]



	Contract or order No.
	[ ]
	Subject matter of the contract
	[ ]

	Contract start date
	[DD/MM/YYYY]
	Agreed amount and currency
	[ ]



3. Grounds for termination
	Grounds (mutual agreement / expiry of term / breach / other)
	[ ]
	Description of the grounds
	[ ]



4. Status of performance and deliverables
	No.
	Deliverable or service
	Status (received / partial / not received)
	Note

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Statement of accounts
	Item
	Amount and currency
	Balance or note

	Total agreed amount
	
	

	Advances received
	
	

	Payments already made
	
	

	Value of what was actually delivered
	
	

	Adjustments or discounts agreed
	
	

	Balance due either way
	
	



6. Final balance and payment terms
	Agreed final balance
	[ ]
	How and when the balance is paid
	[ ]



7. Property, documents and access being returned
	No.
	Asset, document or access
	Returned? (Yes / No / Not applicable)
	Note

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



8. Statement of full settlement
By signing this record the parties state that, once what is agreed here has been performed, no balance, claim or obligation remains between them under the contract being terminated, except what is expressly written in the open matters section.
9. Open matters and notes
[Write here what remains live after termination: deliveries still to be made, warranties in force, documents still to be sent, confidentiality that continues.]
Signatures
	
DELIVERING PARTY
Name, ID or tax number and signature
	
RECEIVING PARTY
Name, ID or tax number and signature
	
WITNESS OR REVIEWER
Name, ID and signature


	This is a general-purpose internal template. It is not legal advice: have your advisor or accountant review it and adapt it to the rules that apply to you before you use it.



	Once signed, file this document with its attachments in the area folder. Keep a copy for each of the signing parties.
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