
Installment Agreement Request Letter 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally request an installment agreement 

regarding my outstanding balance of [amount owed] with [Company Name]. Due to [brief 

explanation of financial situation], I am unable to pay the full amount in one sum. 

I would like to propose an installment plan of [proposed payment amount] per month for 

[number of months] months. I believe this arrangement will allow me to meet my obligations 

without causing undue financial strain. 

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

me know if there are any forms or additional information you require to process my request. 

Thank you for your understanding. 

Sincerely, 

[Your Name]  

[Your Signature (if sending a hard copy)] 


