
Payment Timeline Agreement 

Date: [Insert Date] 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Payment Timeline Agreement 

Dear [Recipient's Name], 

This letter serves as an agreement regarding the payment timeline for [brief description of the 

purpose, e.g., outstanding invoice, loan, etc.]. 

Payment Schedule 

• Payment 1: [Amount] due on [Date] 

• Payment 2: [Amount] due on [Date] 

• Payment 3: [Amount] due on [Date] 

All payments should be made via [specify payment method] and sent to [provide payment details 

or address]. 

Should you have any questions or require further information, please do not hesitate to contact 

me. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 


