
[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 am writing to formally address a breach of contract that has occurred regarding [specific details 

of the contract, including date and nature of the agreement]. I believe it is in our mutual interest 

to resolve this matter amicably. 

To this end, I propose the following steps to bring the situation to a satisfactory resolution: 

• [Proposed Solution 1] 

• [Proposed Solution 2] 

• [Proposed Solution 3] 

I am willing to discuss this in more detail and explore other potential solutions. Please let me 

know a convenient time for us to meet or have a conversation. 

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

Sincerely, 

[Your Name] 

[Your Title, if applicable] 


