Payment Plan Amendment Explanation

Date: [Insert Date]

To: [Insert Recipient's Name]

[Insert Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally request an amendment to my current payment plan regarding [insert
account or service details]. Due to [insert reason for amendment, e.g., a change in financial
circumstances, unexpected expenses, etc.], | am unable to adhere to the existing payment

schedule.

To ensure that I can continue meeting my obligations, | propose the following revised payment
plan:

e New Payment Amount: [Insert Amount]

« Frequency of Payments: [e.g., Monthly, Biweekly]

o New Payment Due Date: [Insert Date]
| appreciate your understanding and support as | navigate this situation. | am committed to
fulfilling my obligation and believe that this revised plan will allow me to do so more
effectively. Please let me know if you need any additional information or documentation.
Thank you for considering my request. | look forward to your positive response.
Sincerely,
[Your Name]
[Your Address]
[City, State, Zip Code]

[Your Contact Information]



