Installment Payment Request

Date: [Insert Date]
[Your Name] [Your Address] [City, State, Zip Code] [Email Address] [Phone Number]

[Recipient's Name] [Recipient's Position] [Company Name] [Company Address] [City, State,
Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request an installment payment plan
for the amount of [Insert Amount] due on [Insert Due Date] for [Insert Purpose/Service/Product].

Given my current financial situation, 1 would greatly appreciate the opportunity to pay this
amount in installments. | propose to make [Insert Number] payments of [Insert Amount] each,
starting on [Insert Start Date].

| believe this arrangement will allow me to meet my financial obligations while ensuring timely
payments. | kindly ask for your consideration of this request and would be grateful to discuss it
further at your convenience.

Thank you for your attention to this matter. I look forward to your positive response.

Sincerely,

[Your Signature (if sending a hard copy)]

[Your Printed Name]



