
Request for Reduced Payment Terms 

Date: [Insert Date] 

[Creditor's Name] 

[Creditor's Address] 

[City, State, Zip Code] 

 

Dear [Creditor's Name], 

I hope this message finds you well. I am writing to discuss my current payment terms with 

[Creditor's Company/Institution]. Due to [brief explanation of your situation, e.g., financial 

difficulties, loss of income, etc.], I am finding it increasingly challenging to maintain my current 

payment plan. 

In light of my circumstances, I kindly request your consideration for a reduction in my payment 

terms. Specifically, I would greatly appreciate [specific request, e.g., a temporary reduction in 

monthly payments, an extended repayment period, etc.]. This adjustment will greatly assist me in 

managing my financial obligations and ensuring I remain in good standing with your 

organization. 

I understand the importance of fulfilling my commitments and am committed to maintaining my 

account. I believe that with your support, I can navigate through this challenging time and 

continue to honor my responsibilities. I would be grateful if we could discuss this matter further 

at your earliest convenience. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


