
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request a change to the due date for my bill payment for account number [Your 

Account Number]. Currently, the due date is set for [Current Due Date], and I would like to 

request an extension to [Requested Due Date]. 

Due to [brief explanation of reason, e.g., unforeseen circumstances, financial difficulties], I am 

unable to meet the current due date. I believe that a change to the requested date will allow me to 

manage my finances more effectively and ensure timely payments moving forward. 

I appreciate your understanding and consideration of my request. Please let me know if any 

further information is needed to process this change. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


