
[Your Name] 

[Your Address] 

[Your Phone Number] 

[Your Email] 

[Date] 

[Recipient Name or Department] 

[Company Name] 

[Company Address] 

Subject: Request for Modification of Monthly Installment Plan - Account No: [Your 

Account Number] 

Dear [Recipient Name], 

I am writing to formally request a modification to my current monthly installment plan for the 

account mentioned above. Due to a recent change in my financial circumstances, I am finding it 

difficult to maintain the current payment schedule of $[Current Amount] per month. 

I am committed to fulfilling my financial obligation and would like to propose a modified 

payment plan that better aligns with my current budget. I am requesting to adjust my monthly 

payments to $[Proposed New Amount], starting from [Start Date]. 

Specifically, I am requesting the following change:  

[Option A: Lowering the monthly payment and extending the term] 

[Option B: Temporarily reducing payments for a period of X months] 

[Option C: Changing the monthly due date to the X day of the month] 

I have attached [Mention any supporting documents, e.g., proof of income change] to support my 

request. I hope that we can reach an agreement that allows me to continue making consistent 

payments without falling into delinquency. 

Please let me know if this proposal is acceptable or if there is a specific form I need to complete 

to finalize this adjustment. I look forward to hearing from you soon. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


