
Formal Request for Installment Payment Arrangement 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request an installment payment arrangement for my outstanding balance 

of [amount] on my account [account number]. Due to unforeseen circumstances, I am currently 

facing financial difficulties that have hindered my ability to pay the full amount at once. 

To manage my financial situation more effectively, I propose to make payments of [proposed 

amount] per month for the next [number of months]. I believe this arrangement will allow me to 

fulfill my payment obligations without further delaying the process. 

I appreciate your understanding and consideration of my request. I am committed to resolving 

this matter and ensuring that my account is kept in good standing. Please let me know if you 

require any additional information or documentation to process my request. 

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

Sincerely, 

[Your Name] 


