
Breach of Contract Follow-Up 

Communication 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to follow up on our previous correspondence 

regarding the breach of contract dated [Insert Date of the Contract]. As you are aware, the 

specific terms we discussed have not been fulfilled, and I would like to address the following 

points: 

• [Detail Specific Breach 1] 

• [Detail Specific Breach 2] 

• [Detail Specific Breach 3] 

It is imperative that we resolve this matter promptly. I would appreciate your immediate 

attention to this issue and a response by [Insert Deadline Date]. Please feel free to reach out if 

you would like to discuss this matter further. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company, if applicable] 


