
Business Apology Letter for Late Delivery
A business apology letter for late delivery is a professional communication used to acknowledge and apologize for delays in product or
service delivery, expressing regret and reassuring the customer of corrective actions. Such letters help maintain customer trust and preserve
business relationships despite setbacks.

Letter Template
Subject: Apology for Late Delivery of Your Order

Dear [Customer Name],

We sincerely apologize for the delay in delivering your order placed on [Order Date]. We understand how important timely delivery is to you, and
we regret any inconvenience this may have caused.

The delay was due to [brief explanation of reason, e.g., unexpected supply chain disruptions], and we are actively working to resolve the issue.
Your order is now scheduled to be delivered on or before [New Delivery Date].

Please be assured that we are taking all necessary steps to ensure that such delays do not occur in the future. We greatly value your business and
appreciate your patience and understanding during this time.

As a token of our apology, we would like to offer [optional compensation, e.g., a discount on your next order/free shipping/a complimentary gift].

Thank you for your continued trust in us. If you have any questions or need further assistance, please do not hesitate to contact us at [Contact
Information].

Sincerely,
[Your Name]
[Your Position]
[Company Name]
[Contact Information]

Sample Letter
Subject: Apology for Late Delivery of Your Order

Dear Ms. Johnson,

We sincerely apologize for the delay in delivering your order placed on May 10, 2024. We understand the inconvenience this may have caused
and deeply regret not meeting our usual standards of service.

The delay was due to an unforeseen shortage of materials from our supplier, and we are working diligently to expedite your delivery. We expect
your order to arrive by June 20, 2024.

Please rest assured that we are taking steps to improve our supply chain processes to prevent similar issues in the future. As a gesture of goodwill,
we are offering you a 10% discount on this order.

Thank you for your patience and understanding. Should you have any questions, please feel free to contact me directly at john.doe@company.com
or (555) 123-4567.

Sincerely,
John Doe
Customer Service Manager
Reliable Supplies Inc.
john.doe@company.com
(555) 123-4567
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