Apology Letter for Late Payment

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to sincerely apologize for the delay in my
payment due on [insert due date]. | understand that timely payments are important, and | regret
any inconvenience this may have caused you.

The delay was due to [brief explanation of the reason, if appropriate], and | take full
responsibility for not communicating this sooner. | value our relationship and appreciate your
understanding during this time.

To rectify this situation, | have initiated the payment process and you can expect to receive it by
[insert new payment date]. Please rest assured that | am taking steps to avoid this situation in the

future.

Thank you for your patience and understanding. If there are any further issues, please feel free to
reach out to me directly.

Sincerely,

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Phone Number]

[Your Email Address]



