
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Payment Schedule Arrangement  

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

schedule regarding [specify the purpose, e.g., outstanding balance, 

services rendered, etc.].  

After reviewing my current financial situation and to ensure timely 

payment, I would like to suggest the following payment schedule:  

- **Amount Due:** $[Total Amount Due]  

- **Proposed Payment Plan:**  

 - Payment 1: $[Amount] due on [Due Date]  

 - Payment 2: $[Amount] due on [Due Date]  

 - Payment 3: $[Amount] due on [Due Date]  

 - (Continue as necessary)  

I believe this plan will allow me to meet my obligations without further 

complications. I appreciate your understanding and cooperation in this 

matter.  

Please let me know if this proposed schedule is acceptable or if we need 

to discuss alternative arrangements.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


