
Formal Appeal for Altering Payment 

Timeline 

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 alteration to the payment 

timeline originally agreed upon in our contract dated [Insert Contract Date]. Due to [briefly 

explain the reason, e.g., unforeseen circumstances, financial hardship], I am unable to adhere to 

the current schedule. 

In light of this situation, I kindly request that we consider adjusting the payment timeline to 

[suggest new timeline]. I believe this adjustment will allow me to fulfill my obligations 

effectively while maintaining the quality of our working relationship. 

I appreciate your understanding and consideration of my request. I am more than willing to 

discuss this matter further at your earliest convenience. Please feel free to reach me at [Your 

Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. I look forward to your understanding and support. 

Sincerely, 

[Your Name] 


