
Staged Payment Agreement 

Date: [Insert Date] 

From: 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

This letter serves as a formal agreement regarding the staged payment plan for the amount of 

[Total Amount]. The payment plan will be structured as follows: 

1. Initial Payment: [Amount] due on [Due Date] 

2. Second Payment: [Amount] due on [Due Date] 

3. Final Payment: [Amount] due on [Due Date] 

All payments should be made via [Payment Method] to the following account: 

[Payment Details] 

Should you have any questions or concerns regarding this agreement, please do not hesitate to 

reach out. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Title/Position] 


