
Payment Plan Agreement 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We understand that fulfilling your obligations can 

sometimes be challenging, and we are here to assist you. 

We would like to offer you a payment plan for your outstanding balance of [Insert Amount]. The 

proposed payment plan is as follows: 

• Initial Payment: [Insert Amount] due by [Insert Date] 

• Subsequent Payments: [Insert Amount] due monthly, starting from [Insert Date] 

• Final Payment: [Insert Amount] due on [Insert Date] 

This plan allows you to settle your debt in manageable installments while ensuring that we can 

assist you in maintaining your financial responsibility. 

Please review the proposed terms and, if you agree, sign and return this letter by [Insert 

Deadline]. If you have any questions or require adjustments to the plan, feel free to reach out to 

us. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


