
Performance Bond Requirement Reminder 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter serves as a reminder regarding the performance bond requirement stipulated in our 

contract dated [Insert Contract Date]. As outlined in Section [Insert Section Number], a 

performance bond must be provided to ensure the satisfactory completion of the project. 

Please ensure that the performance bond is submitted by [Insert Deadline Date]. Failure to 

provide this bond may result in delays or complications with the project timeline. 

If you have any questions or need further clarification, do not hesitate to reach out to me directly 

at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[Your Contact Information] 


