Date:
To
[The Recipient Name]
[Designation]
Dear Mr. ABC,
This letter is being written in response to the email I received on 19th December 20XX. You enquired about the products that I was supposed to be delivered by 15th December 2021 according to the contract signed on 2nd December 20XX.
I sincerely apologize for this. I know that I have violated the terms and conditions of the contract by not delivering products to you by the promised date and I feel regretful because of it.
I am trying my best to ensure that the product you have ordered reaches you as soon as possible. I promise that you will receive your order at your earliest convenience without any further delays.
To compensate you for the delay, I am offering you a 5% discount on the total bill. The discounted amount will be transferred to your account within 3 to 4 working days.
I apologize once again for the inconvenience. I hope that you will understand. If you have any queries, feel free to contact me.
Regards,
Name of the sender
Signatures of the sender
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