Payment Postponement Notification

Date: [Insert Date]

Dear [Service Provider's Name],

| hope this message finds you well. I am writing to inform you that due to [brief reason for
postponement, e.g., unexpected financial challenges], we will need to postpone our upcoming

payment originally scheduled for [insert due date].

We value our partnership and assure you that we are committed to fulfilling our obligation. We
anticipate being able to complete this payment by [insert new proposed date].

We appreciate your understanding and support during this time. Please let us know if there are
any concerns regarding this adjustment.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



