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Dear name

We have received your letters of date and date indicating that payment of the above-mentioned invoice 
is overdue and are very sorry that you have had to remind us twice. We have not reacted earlier as we 
had been hoping from week to week to be able to settle this account.

But instead of improving, our financial situation has in fact been worsening recently as a result of the 
unusually cold and rainy weather we have been having for several weeks now. This has greatly impaired 
sales of product and our own customers have been extremely slow in paying their bills. Consequently, 
we have considerable outstanding accounts and find ourselves unable to meet our obligations at the 
present time.

However, we are confident that we will be able to settle your invoice in full if you can grant us a further 
respite of 30 days as we expect shortly to improve our liquidity by entering into a partnership with an 
investor from country. The negotiations have almost been completed.

We trust that you will understand our difficult situation and would like to apologize once more for the delay. 

We look forward to your reply and to continuing our business relationship.

Best regards
name
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