Date:
Name of the supplier
Company name:
Subject: Apology letter for retard payment
Respected Mr. ABC,
I would like to apologize for the payment that has got delayed from our side. The invoice number of the payment is __________ dated 15th March, 20XX. We are feeling very sorry for making you experience the pain of waiting for the payment.
We are not in the position to give lame excuses for the delay. However, we expect you to understand our situation and excuse us for the postponement in the transaction of the money. We have some large payments to make, and we did not see it coming that we will run out of cash and will not be able to pay you.
We have yet to receive the payment and assure you that paying you will be our priority. We are committed to paying you within a week or 10 days.
We again assure you that the payment will be made as soon as possible. We humbly request you to bear with us and give us some time and excuse us. We are thankful for your cooperation.
Regards,
Name of the sender
Signatures
___________________
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