
Letter of Request for Early Contract 

Termination 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Designation] 

[Company/Institution Name] 

[Company/Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request an early termination of my contract dated [Contract Start Date], 

due to my intention to pursue further academic opportunities that have recently become available 

to me. 

After careful consideration, I have decided that furthering my education is essential for my 

professional growth and development. I believe that this decision is in my best interest and aligns 

with my career goals. 

As stated in our contract, I understand the potential implications of early termination and am 

willing to comply with any necessary procedures. I am committed to ensuring a smooth 

transition during this process, and I am happy to assist in the handover of my responsibilities. 

I appreciate the support and opportunities provided to me during my time here and would be 

grateful for your understanding regarding my request. 

Thank you for considering my request. I look forward to your prompt response. 



Sincerely, 

[Your Name] 


