
Vocational Training Termination Letter 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Company/Institution Name]  

[Company/Institution Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally notify you of my decision to terminate my vocational training program 

effective [Termination Date]. After careful consideration, I believe this decision is in my best 

interest due to [brief explanation of reasons, e.g., personal circumstances, career change, etc.]. 

I want to express my gratitude for the support and opportunities provided during my training. 

The experience has been invaluable, and I have learned a great deal. 

Please let me know the next steps regarding the completion of the program and the return of any 

materials or property belonging to the institution. 

Thank you for your understanding. 

Sincerely,  

[Your Name] 


