
Payment Arrangement Discussion 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

Dear [Supplier's Name], 

I hope this message finds you well. I am writing to discuss our current payment terms and 

explore possible arrangements regarding our outstanding balance. 

Due to [briefly explain reason, e.g., cash flow challenges, unforeseen circumstances], we are 

currently facing difficulties in adhering to our original payment schedule. We value our 

relationship with your company and are committed to fulfilling our obligations. 

To address this situation, we propose the following payment arrangement: [Insert proposed 

payment plan details, e.g., partial payments, extended due dates]. We believe this will allow us to 

manage our cash flow more effectively while still honoring our commitment to you. 

We appreciate your understanding and cooperation in this matter. Please let us know a suitable 

time for us to discuss this further or if you have alternative suggestions that might work. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


