
Contract Termination Request 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Request for Early Contract Termination 

Dear [Recipient's Name], 

I am writing to formally request the early termination of my contract ([Contract Number or 

Description]) dated [Contract Start Date] due to unforeseen circumstances. Despite my best 

efforts to fulfill the terms of the contract, I find myself unable to continue due to [briefly explain 

the situation, e.g., personal issues, health concerns, etc.]. 

I understand the implications of this request and am willing to discuss any possible solutions or 

stipulations regarding the termination process. I appreciate your understanding and support in 

this matter. 

Please let me know how you would like to proceed with the termination process. I am hoping for 

a resolution that is amicable for both parties. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


