
Request for Payment Plan Adjustment 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

payment plan for [specify the loan, service, or program] due to [briefly explain reason, e.g., 

financial hardship, change in circumstances]. 

My account number is [insert account number]. I have been making consistent payments, but 

[provide a brief explanation of your situation]. I believe that adjusting my payment plan would 

allow me to continue meeting my obligations successfully. 

I kindly ask for your consideration in modifying my payment terms to [propose a new plan, if 

applicable]. I am committed to fulfilling my responsibilities and would appreciate any assistance 

you could provide during this time. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


