
Contract Release Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to formally request the release from our contract 

dated [Insert Contract Date], due to my inability to fulfill the obligations outlined within the 

agreement. 

Unfortunately, [briefly explain the reason for the inability to fulfill obligations, e.g., unforeseen 

circumstances, financial difficulties, etc.]. As such, I believe it is in both parties' best interests to 

mutually agree to terminate the contract. 

I appreciate the understanding and support you can provide during this challenging time. I am 

willing to discuss any feasible options or arrangements that may ease this process. 

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

Sincerely, 

[Your Name] 


