
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally address the recent violation of our agreement dated [insert date of 

agreement]. I would like to express my sincere commitment to rectifying this situation. 

The violation occurred on [insert date of violation], wherein [briefly describe the nature of the 

violation]. I acknowledge that this was a breach of our agreed terms, and I take full responsibility 

for it. 

To resolve this issue, I am committed to [insert specific actions you will take to rectify the 

violation, including any deadlines if applicable]. I believe these steps will help restore our mutual 

trust and ensure adherence to our agreement moving forward. 

I appreciate your understanding and patience regarding this matter. Please feel free to reach out 

to me at your earliest convenience should you have any questions or further concerns. 

Thank you for your attention to this matter. I look forward to your positive response. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Name] 


