
Contract Release Request 

Date: [Insert Date] 

To: [Service Provider's Name] 

Address: [Service Provider's Address] 

Dear [Service Provider's Name], 

I am writing to formally request the cancellation of services as per our contract dated [Insert 

Contract Date], with reference number [Insert Reference Number]. 

Due to [reason for cancellation, e.g., changes in business needs, financial constraints], I regret to 

inform you that we will no longer require your services effective [Insert Desired Cancellation 

Date]. 

Please confirm the acceptance of this request and any final steps we need to take to complete the 

cancellation process. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


