
Request for Payment Plan Due to Late Fees 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company's Name] 

[Company's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a payment plan regarding 

my account due to recent late fees that have impacted my financial situation. 

Due to unforeseen circumstances, I have encountered challenges that made it difficult for me to 

meet my payment obligations on time. I understand the importance of timely payments and 

sincerely apologize for any inconvenience this may have caused. 

I would like to propose a payment plan that would allow me to settle the outstanding balance 

while managing my financial responsibilities. I suggest making monthly payments of [Insert 

Amount] over the next [Insert Time Period] until the balance is paid in full. 

I appreciate your understanding and consideration of my request. Please let me know if we can 

come to an agreement or if you need any additional information from my end. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


