
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

RE: Notice of Early Contract Termination for [Contract Name/Number] 

Dear [Recipient Name], 

Please accept this letter as formal notification that I am terminating the contract dated [Original 

Contract Date] between [Your Name/Company Name] and [Recipient Name/Company Name]. 

In accordance with the terms set forth in Section [Number] of our agreement regarding early 

termination, the final date of service will be [Last Date of Contract]. 

I have decided to terminate the contract due to [Reason for Termination - Optional]. I intend to 

fulfill all remaining obligations as specified in the agreement until the termination date. 

Please let me know the necessary steps for the final settlement of accounts and the return of any 

property or documents belonging to your organization. I would appreciate a written confirmation 

of receipt of this notice. 

Thank you for the opportunity to work together. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


