
Payment Agreement Letter to Business Associate 
 

[Your Company Name]​
[Company Address]​
[City, State, ZIP Code]​
[Email Address]​
[Phone Number]​
[Date] 

[Business Associate's Name]​
[Associate's Company Name]​
[Company Address]​
[City, State, ZIP Code] 

Subject: Payment Agreement Letter 

Dear [Business Associate's Name], 

I hope this letter finds you well. This correspondence is to formalize our agreement regarding 
the outstanding balance of [Specify Amount] owed to [Your Company Name] for [Specify 
Product/Service]. We propose the following terms for a structured payment arrangement. 

Details of the Payment Agreement: 

1.​ Total Amount Due: 
○​ Outstanding Amount: [Specify Amount] 

2.​ Structured Payment Plan: 
○​ Agreed Installment Plan: [Specify terms, e.g., monthly payments] 
○​ Payment Due Dates: [Specify due dates for each installment] 

3.​ Preferred Payment Method: 
○​ [Specify method, e.g., bank transfer, check] 

4.​ Late Payment Consequences: 
○​ [Specify any late fees or consequences for missed payments] 

5.​ Completion Date: 
○​ Expected Date of Full Payment: [Specify date] 

6.​ Additional Terms: 
○​ [Include any additional terms agreed upon] 

This agreement is in compliance with the laws of [State/Country], ensuring a transparent and 
professional approach to settling the outstanding amount. 

Your prompt attention to this matter is appreciated. Please review the details, and feel free to 
contact us with any questions or adjustments. 



Sincerely, 

[Your Name]​
[Your Title]​
[Your Company Name] 

[Your Signature] 

[Date] 
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