
Letter of Intent to Terminate Contract Early 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally notify you of my intent to terminate our contract dated [Contract Date], 

regarding [Brief Description of Contract]. As per our agreement, I am providing [number] days' 

notice, which means the contract will terminate on [Termination Date]. 

Please consider this letter as my official notice. I appreciate the relationship we have had and 

hope for an amicable conclusion to our agreement. 

Should you require any further information or clarification, please feel free to contact me at your 

convenience. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


