
Payment Plan Adjustment Request 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss my current payment plan associated 

with account number [Account Number]. Due to [reason for adjustment, e.g., unforeseen 

circumstances, job loss, etc.], I am finding it increasingly difficult to meet the agreed payment 

schedule. 

In light of my situation, I would like to propose an adjustment to my payment plan. I would 

appreciate the opportunity to discuss this further and suggest [new proposed payment terms, e.g., 

reduced monthly payments or extended period]. 

I understand the importance of meeting my financial obligations and am committed to fulfilling 

them. I believe that these adjustments will allow me to continue honoring my commitment 

without jeopardizing my financial stability. 

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

hopeful we can come to a mutually beneficial arrangement. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Contact Information] 


