
Missed Payment Resolution Request 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss a recent missed payment on my 

account, [Account Number/Reference], that was due on [Due Date]. I sincerely apologize for this 

oversight and any inconvenience it may have caused. 

Due to [brief explanation of circumstances leading to missed payment, e.g., unexpected financial 

hardship, personal issues], I was unable to make the payment on time. I value my relationship 

with your company and am committed to resolving this matter as quickly as possible. 

I would like to propose a payment arrangement or inquire about any options available for settling 

this missed payment. Please let me know if it is possible to set up a payment plan or if there are 

any other solutions you could recommend. 

Thank you for your understanding and consideration. I look forward to your prompt response so 

we can resolve this matter amicably. 

Sincerely, 

[Your Name] 


