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Your Name
Street Address City, ST ZIP Code
Phone | Email
Date
Recipient Name
Title
Company Name
Street Address City, ST ZIP Code
Dear Recipient Name:
Hello sir, I hope you are doing well. Sir, I received your message regarding the production of the goods you ordered us. I was about to write to you that there will be a delay in production. The reason behind this is that our operational manager got an accident day before yesterday. He knows all SOPs and workers work accordingly. He was in the hospital. For that reason, there was a delay in production. He is now on duty today and has started the work again. Your goods will be ready in three to four days. Sorry for the delay. Kindly accept our apology and reply to this letter. 
Sincerely,

Your Name
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