
Follow-Up Letter for Breach of Contract 

Resolution 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to follow up regarding our previous correspondence dated [insert date of previous 

correspondence] concerning the breach of contract related to [insert brief description of the 

contract]. As we discussed, the breach occurred on [insert date of breach] and has resulted in 

[insert brief description of impacts]. 

It is important for both parties that we resolve this matter swiftly. I would appreciate it if we 

could schedule a meeting to discuss potential resolutions at your earliest convenience. Please let 

me know your available times. 

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

Sincerely, 

[Your Name] 

[Your Title/Position, if applicable] 


