[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[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 an early release from my
contract dated [Contract Start Date], due to [briefly explain reason, e.g., personal circumstances,
job offer, etc.].

While | am grateful for the opportunities I have had with [Company's Name], the circumstances
necessitate this request. | assure you that this decision was not made lightly, and 1 am committed
to ensuring a smooth transition. I am willing to assist in the handover process to minimize any

disruption.

Thank you for considering my request. | look forward to your understanding and hope to discuss
this matter further at your earliest convenience.

Sincerely,

[Your Name]



