
Letter of Appeal for Customized Payment Terms 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to formally request a revision to the payment terms 

currently established for my account with [Company Name]. Due to [brief explanation of your 

circumstances, e.g., cash flow issues, unexpected expenses], I am finding it increasingly 

challenging to meet the original payment schedule. 

In light of this, I would like to propose customized payment terms that would allow me to fulfill 

my financial obligations while ensuring the continued mutual benefit of our business 

relationship. Specifically, I am requesting [briefly outline your proposed terms, e.g., extended 

payment period, installment plan]. 

I deeply value my relationship with [Company Name] and appreciate the support you have 

provided in the past. I believe that with this adjustment, I can continue to meet my commitments 

and maintain our partnership. 

I am hopeful that you will consider my request favorably. I am open to discussing this matter 

further and finding a solution that works for both parties. Thank you very much for your 

understanding and consideration. 

Sincerely, 

[Your Name] 


