
Formal Notification of Breach of Contract 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally notify you of a breach of contract regarding [describe the contract, 

including date and title]. It has come to my attention that [describe the specific breach, including 

dates and details]. 

Please consider this letter as a formal request to remedy this breach by [provide details on how 

you want the breach to be corrected and by when]. Failure to address this issue may result in 

further action. 

I hope we can resolve this matter quickly and amicably. Please feel free to contact me at your 

earliest convenience to discuss this issue further. 

Sincerely, 

[Your Name] 


