
Subject: Request for Discussion on Payment Extension for 

Education Fees 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the possibility of a payment extension 

regarding my education fees for the [specific course or program] at [institution name]. 

Due to [brief explanation of your situation, e.g., unexpected financial challenges, job loss, etc.], I 

am currently facing difficulties in meeting the payment deadline set for [original payment date]. I 

am fully committed to my studies and wish to maintain my enrollment in the program. 

I kindly request a meeting or a phone call at your earliest convenience to discuss potential 

options for a payment extension. I believe we can come to a mutually agreeable solution that 

allows me to continue my education without interruption. 

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

Sincerely, 

[Your Name] 

[Your Student ID] 

[Your Contact Information] 

[Date] 


