
Letter of Early Termination of Contract 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally notify you of my decision to 

terminate our contract dated [Contract Date] due to unforeseen circumstances that have arisen. 

Despite my best efforts to uphold our agreement, [briefly explain the unforeseen circumstances]. 

As a result, I am unable to fulfill my obligations under the contract. 

According to the termination clause outlined in Section [X] of our contract, I am providing you 

with [number] days' notice of this termination, making the effective termination date [Effective 

Termination Date]. 

I appreciate the opportunity to have worked together and thank you for your understanding in 

this matter. Please let me know if we can discuss this further or if there are any formalities I need 

to complete during this transition. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 


