
Formal Warning for Contract Non-

Compliance 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

This letter serves as a formal warning regarding your non-compliance with the terms outlined in 

the contract dated [Insert Contract Date]. As per our records, the following issues have been 

noted: 

• [Specify non-compliance issue #1] 

• [Specify non-compliance issue #2] 

• [Specify non-compliance issue #3] 

Please be advised that failure to address these issues by [Insert Deadline Date] may result in 

further action, which could include termination of the contract. 

We value our business relationship and hope to resolve these matters promptly. Please contact 

me directly at [Your Phone Number] or [Your Email Address] to discuss this further. 

Thank you for your immediate attention to this matter. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


