LETTERHEAD
Date:
Vendor Contact
Vendor Name
Address

City, State, ZIP
Dear Mr./Mrs./Ms. Vendor,

Subject:  
Notice to Cure Work Contract #

, 

The purpose of this letter is to notify your firm that you are considered to be in breach of subject contract.
(List detailed and specific reasons and provide documentation)
Frequent efforts made by telephone and by email to remedy the issues or concerns with your firm were unsuccessful. 

If corrective action is not taken within 30 business days, the contract may be terminated and stop work on subsequent Work Contract awarded.

In the event you are able to meet your contractual requirements within the stated frame specified above, we must receive a written explanation of the reasons for nonperformance, to include what actions have been taken to preclude future reoccurrences. Your response must also be received within 30 business days.

Sincerely,

Name

Title

Department/Business

Phone

Email
Cc: 
Contract File

Vendor File
