
Payment Proposal Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Today's Date]

[Recipient's Name]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Subject: Payment Proposal Letter

Dear [Recipient's Name],

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

dues or to address any pending payments between [Your Company Name] and [Recipient's

Company/Organization Name]. As valued partners, we believe that open communication and

understanding are essential to maintain a positive business relationship.

After careful review of our financial records and taking into consideration the current economic

circumstances, we acknowledge that there might be difficulties in adhering to the original payment

terms. We understand the challenges that can arise in managing cash flow, unexpected expenses,

or other financial constraints, and we are committed to finding a mutually beneficial solution.

In light of this, we propose the following payment arrangement:

Option 1: Lump Sum Payment

We suggest settling the outstanding amount with a lump sum payment. This option will ensure the

closure of the account and eliminate any potential future complications.

Option 2: Installment Plan



Alternatively, we can establish an installment plan, where the total outstanding amount will be

divided into smaller, manageable payments over an agreed-upon period. This plan will allow your

company to clear the debt in a structured manner without undue financial strain.

Option 3: Partial Settlement

If the financial situation is particularly challenging, we are open to discussing a partial settlement.

We can agree upon a reduced amount that, once paid, will be considered as full and final payment.

Please note that while we are willing to accommodate a payment arrangement, it is imperative for

both parties to adhere to the agreed terms strictly. Any deviations from the agreed-upon plan may

result in additional consequences.

We believe that adopting one of these proposed solutions will not only enable us to resolve the

payment issue promptly but also strengthen our business relationship for the future. Transparency

and cooperation are essential to building trust and ensuring continued collaboration.

If you find any of the above options suitable, please respond to this letter with your preferred choice

or any counter-proposals you may have. We are open to discussing further and finding a resolution

that works for both parties.

You can reach me directly at [Your Phone Number] or [Your Email Address]. I will be happy to

discuss the details and finalize the payment arrangement.

Thank you for your attention to this matter, and we look forward to resolving the outstanding

payment at the earliest convenience.

Sincerely,

[Your Name]

[Your Job Title]

[Your Company Name]


