Contract End / Travel Nursing Resignation Letter
Completing a Contract Assignment


Your Name: [Your Full Name]
Address: [Street Address, City, State, ZIP]
Phone: [Your Phone Number]
Email: [Your Email Address]
Nursing License #: [Optional – License Number]

Date: [Today's Date]

Manager Name: [Nurse Manager / Supervisor Name]
Department: [Department / Unit Name]
Facility: [Facility Name]
Address: [Facility Address]

Dear [Nurse Manager Name],
I am writing to formally confirm that I will not be renewing my contract as [Job Title / Travel Nurse] at [Facility Name]. My contract end date of [Contract End Date] will serve as my final day.
Working at [Facility Name] has been a valuable assignment. The patient population, the clinical environment, and the staff I worked with have all contributed to my professional development.
I will ensure all patient care documentation is up to date and that any ongoing cases are properly transitioned before my final shift. Please let me know if there is anything specific I should prioritize in my remaining time.
Thank you for the opportunity to contribute to your team. I would welcome a reference from this assignment if you are able to provide one.

Sincerely,

[Your Full Name]
Nursing License #: [Optional]
Phone: [Phone Number]
Email: [Email Address]

How to Use This Template
• Use this letter when a travel or short-term contract is ending as planned.
• Confirm your contract end date precisely — do not leave it open-ended.
• Requesting a reference in the letter is appropriate and professional for contract roles.
• Document all active patient cases before your final shift.
• Check with your staffing agency about any separate offboarding requirements.
