
DATE: [Insert Date] 

TO: 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

FROM: 

[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code]  

RE: FIRST NOTICE OF DEFAULT 

Dear [Recipient Name], 

This letter serves as formal notice that you are in default of your obligations under the agreement 

dated [Date of Original Agreement] regarding [Account Number or Project Name]. 

As of the date of this letter, the following default has occurred: 

• [Describe Default, e.g., Failure to make payment in the amount of $0.00] 

• [Describe additional defaults if applicable] 

To cure this default, you are required to take the following action by [Deadline Date]: 

[Insert required action, e.g., Remit full payment of the past due balance]. 

Failure to remedy this default by the date specified above may result in further legal action or the 

termination of our agreement as permitted by law. 

If you have already sent payment or believe this notice was sent in error, please contact our 

office immediately at [Your Phone Number]. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title]  


