
Installment Payment Plan Proposal 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to propose an installment payment plan for the 

purchase of [describe the large purchase], totaling [total amount]. Given the significance of this 

investment, I believe that an installment plan would be mutually beneficial. 

Below are the proposed terms for the installment payment plan: 

• Total Amount: [Total Amount] 

• Down Payment: [Down Payment Amount] 

• Number of Installments: [Number of Installments] 

• Installment Amount: [Installment Amount] 

• Payment Schedule: [Monthly/Quarterly; specify dates] 

I believe that this payment structure will allow for a smooth transaction while ensuring that I can 

fulfill my commitment in a timely manner. I am open to discussing alternative options that may 

better suit your needs. 

Thank you for considering this proposal. I look forward to your positive response and am eager 

to discuss this further at your earliest convenience. 

Sincerely, 

[Your Name] 


