
Letter of Appeal for Leniency in Payment 

Schedules 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to formally request leniency in my current payment 

schedule due to unforeseen circumstances related to my remoteness. 

Due to [briefly explain your situation], I am facing challenges that hinder my ability to meet the 

payment deadlines as initially agreed. I value my obligations and wish to uphold them; however, 

the impact of my circumstances requires me to seek your understanding and assistance. 

I kindly ask if it would be possible to consider a temporary adjustment to my payment schedule. 

A revised plan that allows for [suggest your proposed solution, e.g., extended deadlines, reduced 

payments, etc.] would provide me the opportunity to fulfill my commitments while managing my 

current situation. 

I appreciate your consideration of my request and am hopeful for a positive response. Please let 

me know if you require any further information or documentation to support my appeal. 

Thank you very much for your understanding and support. 



Sincerely, 

[Your Name] 


