
[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

RE: Notice of Breach of Payment Agreement 

Dear [Recipient Name], 

This letter serves as formal notice that you are in breach of the payment agreement dated [Date 

of Agreement] regarding [Account Number/Invoice Number/Description of Debt]. 

According to our records, a payment in the amount of $[Amount] was due on [Due Date]. As of 

the date of this letter, we have not received this installment. This failure to pay constitutes a 

breach of the terms we previously agreed upon. 

To rectify this situation and bring your account back into good standing, please submit the 

overdue payment of $[Amount] by [Deadline Date]. 

Payment can be made via [Payment Method: e.g., online portal, check, bank transfer]. 

If you have already sent your payment, please disregard this notice. If you are experiencing 

financial difficulties, please contact us immediately at [Phone Number] to discuss your account. 

We look forward to receiving your payment promptly. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title/Position] 


