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Letter for outstanding payment settlement
10th November 20XX
Senior Manager
LND Interiors, East London
Respected Ms. Selena Smith,
With due respect, it is stated that being a Chief Executive Officer of the HNS Real Estate Consultancy, I needed to communicate the financial settlements with you that were pending since the month of June this year. As you are well aware of the methods and requirements of our company, we face a constant need to refurbish our office branches that are spread across the state. 
As a regular customer of your company, we always end up with successful deals when HNS Consultancy needs to renew the interiors like floorings, wall paints and curtains etc.
However, due to the recent times of Covid-19, like many other companies, HNS Consultancy has also faced a lot of setback and went bankrupt in recent months. 
The company has gone through a severe loss and the company was just about to close if the board of directors had not arranged a huge loan from the Allied Irish Bank. Steadily, the company is back to normal in the last month since the wave of Covid-19 has been slowed down to many extent. 
The clients feel free to come to us and get their personalized property plans and investment ideas of real estate. The accounts have been opened again and the accounts manager just told me about the huge amount of unsettled outstanding payments of as much as 5000 UK Pound Sterling.
Hence, now that the company has started doing financially good, the directors have ordered me to clear the unsettled outstanding payments that we did not pay yet. 
I will send my personal assistant with the head office branch general manager with the transaction instructions to your account. It will be cleared as soon as tomorrow. I thank you for being patient with us for the delayed payment procedure. I look forward to more successful deals between the companies.
Regards,
Johnson White
CEO HNS Real Estate Consultancy, East London.
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