
Application for Advance Settlement 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request an advance settlement regarding [briefly explain the reason]. 

After careful consideration, I believe that an advance settlement will benefit both parties in this 

matter. 

The reasons for my request include [list reasons briefly]. I am committed to ensuring a smooth 

and fair resolution and am willing to discuss any details necessary to facilitate this process. 

I appreciate your attention to this matter and look forward to your prompt response. Thank you 

for considering my request. 

Sincerely, 

[Your Name] 


