Date

Creditor Name

Address

RE:
Account #: 

Name on Account: 

Balance: 

Regular Monthly Payment: 

Current Amount Due: 
To Whom It May Concern:
I am unable to pay the regular monthly payment on the account listed above because [briefly describe financial hardship; for example, “I have been laid off and was recently rehired at a lower pay rate, and my current income covers only my basic living expenses”]. Representatives from your organization have repeatedly contacted me at work to discuss this matter. My employer does not allow personal calls at work, so please ask them to end this practice.
In the future, I can be reached at [insert your home phone] on [insert days of the week] between the hours of [insert hours you’re available]. I can also be contacted in writing at the address listed below.
Thank you for your assistance with this matter.
Sincerely,
Your Name

Address

Phone Number
