Mr. John
Department Head
HR
ABL.
Mr. Jerry
Manger Accounts
ABL.
Dear Mr. John
It is with sincere apology stated that I was unable to submit my invoices to you in time this month. I had been undergoing dental treatment for the past few months and since then I have been submitting my invoices to you as required by the company. This month due to some personal issues I was unable to submit my invoices within the due date. Please accept my invoices for my medical treatment with delay. I have attached to this letter all my invoices for this month’s visit to the doctor. I hope this would not create any problem.
Regards
Mr. Jerry
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