Date: [Insert Date]

To,

[Recipient's Name]

[Recipient's Position, if applicable]
[Company/Organization Name]
[Address]

Subject: Apology for Late Payment and Assurance of Future Compliance
Dear [Recipient's Name],

I am writing to sincerely apologize for the delay in settling the payment for invoice number [Invoice Number], originally due on [Original Due Date].
We acknowledge that this delay may have caused inconvenience to your organization, and for that, we are truly sorry.

The delay was due to [briefly explain reason, e.g., unforeseen administrative issues, cash flow constramnts, or other relevant reasons]. Please be
assured that we have now processed the payment in full, and you should receive confirmation of the transaction shortly.

We value our business relationship with your company and deeply regret any disruption this may have caused. We have implemented additional
measures to ensure that all future payments will be made promptly and in accordance with agreed terns. Our team is committed to maintaining a
high standard of professionalism and reliability.

Once again, | apologize for any inconvenience this situation may have caused. Thank you for your understanding and continued partnership.
Please feel free to contact me directly at [ Your Contact Information] should you have any further questions or require additional information.

Yours sincerely,

[Your Name]

[Your Position]

[Your Company/Organization Name]
[Your Contact Information]



