
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request consideration regarding my 

outstanding payment due to [specific location-related circumstances]. Given the unique 

challenges posed by my location, I would greatly appreciate any flexibility you may offer in this 

matter. 

I understand the importance of timely payments, and I am committed to resolving this issue. The 

[specific location-related issue] has impacted my ability to meet the original payment deadline, 

and I kindly ask for your understanding. 

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

Sincerely, 

[Your Name] 


