
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Subject: Termination of Skill Development Contract 

Dear [Recipient Name], 

I am writing to formally notify you of the termination of my skill development contract with 

[Organization Name], effective [Termination Date]. This decision has been made after careful 

consideration of my current circumstances. 

I appreciate the opportunities and support provided during my time in the program. However, 

due to [Reason for Termination, e.g., personal reasons, job commitment, etc.], I can no longer 

continue participating. 

Please let me know if there are any formalities I need to complete to finalize this termination, 

including the return of materials or documentation. I hope to maintain a positive relationship 

moving forward. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 


