
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Subject: Request for Partial Payment  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request a 

partial payment regarding [describe the service, product, or agreement 

related to the payment].  

As of [current date], the total amount due is [total amount]. However, 

due to [briefly explain the reason for requesting partial payment, e.g., 

financial constraints, project milestones], I would appreciate your 

consideration in processing a partial payment of [requested amount] by 

[proposed date].  

This arrangement will assist me in managing my obligations while ensuring 

that the project continues to progress smoothly.  

Thank you for your understanding and support. I look forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company Name, if applicable]  

[Your Contact Information] 


