
Letter of Installment Payment Schedule 

Change 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Request for Change in Installment Payment 

Schedule 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a change in the installment 

payment schedule for my account, [Account Number], due to [brief explanation of your 

situation, e.g., financial hardship, change in employment]. 

Currently, my installment payments are set to [current payment schedule details]. I would like to 

propose a new payment schedule of [proposed payment schedule details], effective from [start 

date]. I believe this adjustment will allow me to meet my obligations more comfortably. 

Please let me know if you require any additional documentation or information to support my 

request. I appreciate your consideration and look forward to your prompt response. 

Thank you for your assistance. 



Sincerely, 

[Your Name] 


