
Notification of Breach of Agreement 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to formally notify you of a breach of the agreement dated [Insert Date of 

Agreement] between [Your Company/Your Name] and [Recipient's Company/Recipient's 

Name]. 

The specific breach is as follows: 

• [Detail the nature of the breach] 

According to the terms outlined in the agreement, we request that you address this matter by 

[Insert a deadline for remediation]. Failure to do so may result in further action. 

We hope to resolve this matter amicably. Please contact us at your earliest convenience to 

discuss this issue further. 

Thank you for your attention to this urgent matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


