
Letter of Notification for Contract Breach 

Date: [Insert Date] 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

To: [Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I am writing to formally notify you of a breach of contract regarding [brief description of the 

contract], which was entered into on [contract date]. It has come to my attention that the payment 

due on [due date] in the amount of [amount due] has not been received. 

This breach of payment terms is a violation of the agreement we both signed, and it has caused 

considerable inconvenience. I kindly request that you remit the outstanding payment by [new 

deadline]. 

If you have already sent the payment, please disregard this letter. However, if payment has not 

yet been made, I urge you to address this matter promptly to avoid further actions. 

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

 

Sincerely, 

[Your Name] 



[Your Title/Position, if applicable] 


