[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]
[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 inquire about the grace period options
available for [specific details, e.g., loan repayments, tuition fees, etc.]. As a [your status, e.g.,
current customer, student, etc.], I am interested in understanding what flexibility may be offered
in this regard.
Could you please provide me with information regarding the following:
o Duration of the grace period
« Eligibility criteria
e Any consequences of utilizing the grace period
Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]



