
Contract Cancellation Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Government Agency Name] 

[Agency Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the cancellation of the government contract [Contract 

Number/Title] dated [Contract Date]. Due to [provide brief reason for cancellation, e.g., 

unforeseen circumstances, changes in project scope, etc.], it has become necessary to terminate 

this agreement. 

As per the terms outlined in the contract, I kindly request the appropriate steps be taken to 

finalize the cancellation process. I appreciate your cooperation and assistance in this matter. 

Thank you for your attention to this request. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] should you need any further information or clarification. 

Sincerely, 

[Your Name] 


