
Contract Cancellation Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request the cancellation of my contract with [Company Name], contract 

number [Contract Number], entered into on [Contract Date]. Due to [brief reason for 

cancellation], I believe that it is in my best interest to terminate this agreement at this time. 

As per the terms outlined in the contract, I am providing this written notice in advance as 

required. I kindly ask you to confirm the termination of the contract and any final settlement 

procedures that need to be followed. 

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

Sincerely, 

[Your Name] 


