[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to follow up regarding the recent breach of our
contract dated [Contract Date], pertaining to [brief description of the contract].

As discussed in our previous communications, the specific issues causing concern include [list
specific breaches or issues]. It is important for both parties to address these matters promptly to
avoid further complications.

| appreciate your attention to this matter and would like to schedule a time to discuss potential
resolutions. Please let me know your available times, and | will do my best to accommodate.

Thank you for your cooperation.

Sincerely,
[Your Name]
[Your Title]

[Your Company Name]



