
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my concern regarding a recent breach of the conditions set forth in our 

agreement dated [Agreement Date]. It has come to my attention that [briefly describe the breach 

and any relevant details]. 

This breach not only undermines the trust we have built but also impacts [mention any 

consequences or implications]. I believe it is crucial for us to address this matter promptly in 

order to restore our professional relationship and adhere to the agreed terms. 

I would appreciate your immediate attention to this issue, and I look forward to your response by 

[suggest a date for a response]. Thank you for your understanding. 

Sincerely, 

[Your Name] 


