
Notice of Early Termination of Contract 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally notify you of my decision to terminate the contract dated [Insert 

Contract Date], between [Your Name/Your Company's Name] and [Recipient's 

Name/Recipient's Company's Name]. In accordance with the terms outlined in the contract, I am 

providing this notice [insert notice period, e.g., "30 days prior to the intended termination date of 

[insert termination date]"]. 

This decision has not been made lightly, and I appreciate the opportunity I had to work with you. 

I believe that terminating the contract is in the best interest of both parties at this time. 

Please let me know if there are any required steps or documentation to facilitate this process. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Contact Information] 

[Your Email Address] 


