
Installment Payment Proposal 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a customizable installment payment 

plan regarding [Specify Subject or Item]. Due to [Reason for Proposal], I believe a structured 

payment option would be beneficial. 

Below are the terms I propose: 

• Total Amount Due: [Total Amount] 

• Down Payment: [Down Payment Amount] 

• Number of Installments: [Number of Installments] 

• Installment Amount: [Installment Amount] 

• Payment Schedule: [Payment Schedule] 

I am open to discussing this proposal further and making any adjustments that may suit your 

needs better. Please let me know a convenient time for you to discuss this matter. 

Thank you for considering my proposal. I look forward to your positive response. 

Sincerely, 

[Your Name] 


