Apology Letter for Delayed Payment Submission

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Recipient Name]

[Recipient Position/Title]
[Company/Organization Name]
[Company Address]

[City, State, ZIP Code]

Dear [Recipient Name],

I am writing to sincerely apologize for the delayed submission of our payment for invoice number [Invoice Number], which was due on [Original
Due Date]. We deeply regret any inconvenience this delay may have caused you and your organization.

The delay was due to [briefly explain reason for the delay, e.g., unforeseen cash flow issues, administrative oversight, etc.]. We understand the
importance of timely payments and take full responsibility for not meeting the agreed-upon payment schedule.

Please be assured that we have taken immediate steps to rectify this matter. The outstanding amount of [ Amount Due] will be paid by [New
Payment Date]. We are also reviewing our internal processes to ensure this does not happen again in the future.

Once again, we apologize for any inconvenience this may have caused, and we truly value our business relationship with you. Thank you for your
understanding and patience regarding this matter.

If you have any further concerns or require additional information, please do not hesitate to contact me directly at [ Your Phone Number] or [Your
Email Address].

Sincerely,

[Your Name]

[Your Position/Title]
[Company/Organization Name]
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