
Dear Valued Customer, 

We hope this message finds you well. We are writing to inform you about an unexpected delay 

in the processing of your recent order (Order Number: 123456). 

At [Your Company Name], we are committed to providing our VIP and loyal customers with the 

highest level of service. Unfortunately, due to [brief explanation of delay, e.g., supply chain 

issues], your order is taking longer than anticipated. 

We sincerely apologize for any inconvenience this may cause and appreciate your understanding 

during this time. We are working diligently to resolve the issue and will keep you updated on the 

status of your order. 

As a token of our appreciation for your continued loyalty, we would like to offer you [special 

offer, e.g., a discount or credit] on your next purchase. 

Thank you for your patience and support. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


