
Suggested Installment Payment Framework 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to propose a suggested framework for an 

installment payment plan regarding [mention the purpose, e.g., an outstanding balance, a service 

agreement, etc.]. 

Proposed Payment Plan: 

1. Total Amount Due: [Insert Amount] 

2. Initial Deposit: [Insert Amount] due by [Insert Date] 

3. Installment Amounts: [Insert Amount] per month 

4. Number of Installments: [Insert Number] 

5. Final Payment Due Date: [Insert Date] 

Should you agree to this proposal, I am confident that this arrangement will facilitate a smoother 

transaction for both parties. Please feel free to suggest any modifications to better suit your 

needs. 

Thank you for considering this proposal. I look forward to your prompt response. 

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Company Name] 


