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[Date]
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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]:
Due to some crisis in the market, the company is facing serious financial issues. Moreover, there is also a malfunction in the internal accounting system of the company due to which, a delay in the salary of the employees can be seen.
The salary of the employees will not be deposited on the 3rd of this month as anticipated. Rather, it will be deposited on 5th of this month.
[bookmark: _GoBack]I would like to thank you for your patience. We greatly value your work and will pay you at our earliest convenience.
Sincerely,
[Your Name]
[Title]
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