
Early Contract Termination Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the early termination of my 

contract with [Company's Name], effective [desired termination date], due to a job relocation. 

Despite my commitment to my role, unforeseen circumstances have necessitated this move, 

making it impossible for me to continue my employment at [Company's Name]. I appreciate the 

support and opportunities I have received during my time here, and this decision was not made 

lightly. 

I would like to ensure a smooth transition and am committed to assisting in the handover of my 

responsibilities in the coming weeks. 

Thank you for your understanding. I look forward to your confirmation regarding this request. 

 

Sincerely, 



[Your Name] 


