
Payment Agreement Breach Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to bring to your attention a breach of our 

payment agreement dated [Insert Date of Agreement]. As per the terms outlined in the 

agreement, you were scheduled to make a payment of [Insert Amount] on [Insert Due Date]. 

Unfortunately, this payment has not been received. 

This breach of agreement is concerning, and we would like to discuss how we can resolve this 

matter as quickly and amicably as possible. Please contact me at your earliest convenience to 

discuss your current situation and any challenges you may be facing regarding payment. 

If we do not hear from you by [Insert Response Deadline], we may have to consider further 

action as per the terms of our agreement. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


