Request for Payment Plan Adjustment

Date: [Insert Date]

[Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

| hope this letter finds you well. I am writing to formally request an adjustment to my current
payment plan due to [briefly explain your reason, e.g., unforeseen financial circumstances, job
loss, etc.].

My account number is [Your Account Number], and | have been a customer since [Year/Month].
| have always made my payments on time, but [provide a few details on your situation].

In light of this situation, I would like to propose the following adjustments to my payment plan:
[Outline your proposed adjustments, e.g., reduced monthly payments, extended payment term,
etc.]. | believe these changes would enable me to fulfill my obligations while alleviating some
financial strain during this difficult time.

Thank you for considering my request. | am hopeful for a positive response and am willing to
discuss this matter at your earliest convenience. Please feel free to contact me at [Your Phone
Number] or [Your Email Address].

Sincerely,
[Your Name]

[Your Address]
[City, State, Zip Code]



