
Contract Termination Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

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

[desired termination date]. After careful consideration, I have decided to pursue other 

opportunities that align more closely with my goals. 

Additionally, I would like to take this opportunity to provide some feedback. [Insert your 

feedback here, addressing any specific areas of concern or appreciation regarding the contract or 

company.] 

Thank you for the opportunities I have received during my time with [Company Name]. I 

appreciate your understanding regarding my decision and look forward to hoping for a smooth 

transition. 

Sincerely, 

[Your Name] 


