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Date
To

Recipient Name
Title
Company Name
Street Address City, ST ZIP Code

Dear [Name],
There was a contract between us that was signed on the 20th of August. According to contract, you were required to complete the work by the 20th of September. The company was expecting you to meet the deadline. However, it turned out that you have not completed the work yet. The late completion of work can make the company face a lot of loss.
We are, therefore, notifying you that your unfinished work is not acceptable by the company. I am hereby requesting you to complete the assigned work as early as possible.
I am looking forward to your response.
Sincerely,
Your Name
Street Address City, ST ZIP Code | Phone | Email
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