
Overdue Debt Resolution Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient Name], 

I am writing to formally address the overdue balance on my account with [Company Name], 

which amounts to [Insert Amount Due]. The payment was due on [Insert Due Date] and I regret 

to inform you that I have been unable to settle this amount due to [briefly explain reason if 

applicable]. 

In light of my current circumstances, I would like to propose a resolution to this debt. I am 

willing to discuss a payment plan that would allow me to make manageable payments until the 

debt is satisfied. I believe this can be a mutually beneficial arrangement. 

Please let me know a suitable time for us to discuss this matter further. I appreciate your 

understanding and look forward to resolving this issue soon. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


