
Date: [Insert Date] 

[Contractor's Name] 

[Contractor's Company] 

[Contractor's Address] 

Dear [Contractor's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of modifying the 

payment terms outlined in our current contract for the project [insert project name]. 

Due to [briefly explain the reason for the inquiry, such as cash flow issues or project timeline 

changes], we are exploring options for adjusting the payment structure in a manner that benefits 

both parties. 

I would appreciate the opportunity to discuss this matter further at your earliest convenience. 

Please let me know if we can arrange a meeting or a call to go over potential adjustments to the 

payment terms. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


