
Installment Payment Structure Proposal 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to propose a structured installment payment plan 

for [brief description of the service or product]. This proposal aims to facilitate a smoother 

payment process while ensuring both parties are satisfied with the terms. 

Proposed Payment Structure: 

• Total Amount Due: $[Total Amount] 

• Initial Payment: $[Initial Payment] due on [Due Date] 

• Remaining Installments: $[Number of Installments] of $[Amount per Installment] due on 

[Installment Due Dates] 

This structure not only makes it easier to manage the budget but also aligns with our mutual 

interests. I believe this proposal will foster a positive working relationship and ensure timely 

payments. 

Thank you for considering this proposal. I look forward to your feedback and hope to reach an 

agreement that suits both our needs. 

Sincerely, 

[Your Name] 


