To
[The Recipient Name]
[Address]
[Text]
Date: ------------------
Respected valued customer,
We received your complaint email about the late delivery of the products that you ordered from our company. We know that it was very important for us to deliver these products to you on time and we are very regretful for being late.
We know that late delivery disappoints those who have high expectations for our company. We apologize for not being able to deliver you the products on time. Also, we assure you that this will not happen again.
We all know that prevailing conditions across the world are so uncertain. COVID-19 pandemic has disturbed every sort of business. With the spread of the contraction of the virus, there are lots of impediments and restrictions in transporting materials from one place to another. Owing to this, our courier company could not make the products reach the destination in time.
Our customers are our asset and we make it our priority to satisfy our customers. We will make sure that we deliver products to our customers on time. Thank you so much for your patience.
Sincerely,
[bookmark: _GoBack]Your name
Company name
Position in the company
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