
Revised Payment Terms Discussion 

Date: [Insert Date] 

To: [Receiver's Name] 

From: [Your Name] 

Subject: Discussion on Revised Payment Terms 

Dear [Receiver's Name], 

I hope this message finds you well. I am writing to discuss the revised payment terms for our 

contract dated [Insert Contract Date]. After reviewing our current agreements and considering 

recent developments, we believe it is essential to adjust our payment structure to better reflect the 

project scope and requirements. 

We propose the following changes: 

• New Payment Schedule: [Details of new payment schedule] 

• Adjusted Payment Amounts: [Details of adjusted amounts] 

• Revised Due Dates: [Details of revised due dates] 

We are open to discussing this matter further and welcome your feedback on our proposed terms. 

Please let us know a convenient time for you to meet or if you prefer to address this via email. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


