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Apology for Late Payment - 
[Name, Company Name & Address here]

[Date]

Dear [name],

Enclosed please find a check [check no.] in amount of $[amount] against the invoice [no.].

I know that this payment is late, and I apologize for the same. 

· [state reason for late payment] – 

I will make sure that this does not happen in the future.

Thank for your co-operation and I look forward for continued business with you.

Sincerely,

[Your name & Designation]

[Company name]
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