
Structured Payment Plan Agreement 

Date: [Insert Date] 

Recipient Name: [Insert Recipient Name] 

Recipient Address: [Insert Recipient Address] 

Dear [Recipient Name], 

We are pleased to provide you with a structured payment plan that is tailored to meet your 

financial needs. This plan aims to facilitate your repayment process while ensuring you have 

manageable payments. 

Payment Plan Details: 

• Total Amount Due: $[Insert Total Amount] 

• Initial Payment: $[Insert Initial Payment] due by [Insert Due Date] 

• Monthly Installments: $[Insert Monthly Payment] for [Insert Number of Months] months 

• Due Date for Monthly Payments: [Insert Monthly Due Date] 

• Final Payment Due Date: [Insert Final Due Date] 

Please review the details of this payment plan carefully. If you agree to the terms outlined above, 

please sign and return a copy of this letter by [Insert Response Due Date]. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


