
Payment Plan Adjustment Request 

Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We hope this message finds you well. As part of our commitment to providing excellent service 

and support, we understand that circumstances can change, and we want to work with you to 

accommodate your needs. 

We are writing to discuss your current payment plan for [Specify Service/Product]. Given 

[briefly explain the reason, e.g., financial difficulties, unexpected expenses], we would like to 

propose an adjustment to your payment plan. 

Our proposal includes the following adjustments: 

• Modified payment amount: [New Amount] 

• Extended payment term: [New Term] 

• Start date for the new plan: [Start Date] 

We believe this adjusted plan will help ease your financial commitments while ensuring you 

continue to receive the excellent service you deserve. If you agree to these changes, please sign 

and return the attached agreement by [Response Deadline]. 

If you have any questions or would like to discuss this further, please do not hesitate to contact 

us at [Your Contact Information]. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


