

Work Contract Termination Letter 
[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]

[Date]

Dear [Recipient's Name],

I am writing this letter to formally notify you of my decision to terminate the work contract between myself and [Company Name] as of [last working day, typically two weeks from the date of this letter]. The decision to end my employment with the company has not been taken lightly, but I believe it is in the best interest of all parties involved.

I appreciate the opportunities I've had to contribute to [Company Name] and have enjoyed working with the dedicated team over the past [duration of employment]. During this time, I've grown both personally and professionally, and I am thankful for the experiences I've gained.

The reason for my decision to terminate the contract is [briefly explain the reason, such as pursuing a new career opportunity, personal reasons, or furthering education]. I assure you that this decision is not a reflection of my dissatisfaction with the company or my colleagues.

I am committed to making this transition as smooth as possible. I am willing to assist in finding a suitable replacement and training them during the notice period. I will complete all pending projects to the best of my abilities to ensure a seamless transition.

Please let me know the formalities I need to complete before my departure, and the procedures for returning company property, settling any outstanding dues, and any other relevant matters.

I would like to express my gratitude for the support and guidance I've received during my time at [Company Name]. I hope that we can part on good terms, and I am open to any discussions related to this transition.

I wish the company continued success in the future.

Sincerely,

[Your Name]

cc: [HR Department, if applicable]
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