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[Your Name]

[Company Name]
[Street Address] [City, ST ZIP Code]

[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
It is remorseful to announce that the salary for the month of June 2018 will be delayed.
The reason for this delay is the enhancement of the accounting system to the latest standards. The upgrade was scheduled to be completed by the end of June, but it has extended up to the end of 1st week of July.
[bookmark: _GoBack]We regret this inevitable situation and hope you will cooperate us to rise to better standards. Your salary will be deposited not later than 10th of July. 
Sincerely,
[Your Name]
[Title]
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