
Payment Plan Adjustment Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an adjustment to my current payment 

plan due to [brief reason for adjustment]. I appreciate the support I have received so far and 

would like to continue working together to ensure my payments are manageable. 

Currently, my payment plan requires me to pay [current payment amount] on [current payment 

schedule]. I would like to propose an adjustment to [new payment amount] starting from [start 

date] and continuing until [end date]. 

This adjustment will greatly assist me in maintaining timely payments while managing my 

financial obligations. I believe this new arrangement will be mutually beneficial and allow us to 

continue our partnership. 

Thank you for considering my request. I look forward to your positive response. Please feel free 

to contact me at [your phone number] or [your email] if you need any further information. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email] 


