
Proposal for Installment Payments 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

[describe the product/service], which I believe will help facilitate a smoother transaction. 

Details of the Proposal: 

• Total Amount: $[Total Amount] 

• Down Payment: $[Down Payment] 

• Number of Installments: [Number of Installments] 

• Installment Amount: $[Installment Amount] 

The proposed payment schedule is as follows: 

1. First Installment due on [Date] 

2. Second Installment due on [Date] 

3. Third Installment due on [Date] 

I believe that this approach will make the payment process more manageable for you. Please let 

me know if you have any questions or if adjustments are needed. I look forward to your positive 

response. 

Thank you for considering this proposal. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


