
Notification of Breach of Contract 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

 

This letter serves as a formal notification of breach of contract regarding [brief description of the 

contract, including the date and parties involved]. 

It has come to our attention that [provide details of the breach, including specific terms of the 

contract that were not fulfilled]. 

We request that you remedy this breach by [provide a solution or action required], no later than 

[insert a reasonable deadline]. Failure to address this issue may result in further action, including 

[mention potential consequences, e.g., termination of contract, legal action, etc.]. 

We hope to resolve this matter amicably and look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 



[Your Company, if applicable] 


