
Service Agreement Breach Notification 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, ZIP Code] 

Dear [Recipient Name], 

Subject: Notification of Breach of Service Agreement 

We are writing to formally notify you of a breach of the service agreement dated [Insert 

Agreement Date] between [Your Company Name] and [Recipient Company Name]. 

As per our records, we have observed the following breach(es): 

• [Detail specific breach 1] 

• [Detail specific breach 2] 

• [Detail specific breach 3] 

In accordance with the terms outlined in our agreement, we request that you take the necessary 

actions to rectify these breaches by [Insert Deadline]. Failure to address these issues may result 

in further actions as specified in our contract. 



Please contact us at your earliest convenience to discuss this matter. We appreciate your 

immediate attention to this important issue. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title] 

[Your Company Name] 


