[Your Name]

[Your Address]

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

[Date]

[Recipient Name]

[Recipient Address]

[City, State, Zip Code]

Dear [Recipient Name],

Subject: Notice of Breach of Contract

I am writing to formally notify you that there has been a breach of contract regarding [specify the
contract or agreement, including date and subject]. It has come to my attention that [describe the

specific breaches or issues].

According to the terms outlined in Section [X] of our agreement, [explain the expectations or
obligations that have not been met].

| request that you address this issue promptly to avoid further dispute. | propose that we schedule
a meeting to discuss this matter and explore potential resolutions. Please respond to this letter by
[provide a deadline for response].

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

Sincerely,

[Your Name]
[Your Position, if applicable]



