Requesting Discount on Early Payment
[DATE, ex. Wednesday, June 11, 1998]

[NAME, COMPANY AND ADDRESS, ex.

John Smith

XYZ Inc.

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear [NAME, ex. John Smith],

We are pleased with your [products / services].  Nonetheless, we have a request to facilitate future business together.

As you know, you have been kind as to extend to us a [CREDIT TERMS, ex. 30-day credit term] for the past [DURATION, ex. year].  I’m sure that you will agree that we have always been prompt and on-time with our payments.  To allow us to pay you earlier, allowing you to clear your accounts in a timely fashion, we would like to request an early payment discount, such as offered by your competitors.  Indeed, you will agree that this request is not unreasonable in light of the volume of business we foresee to do together in the future.

Your timely response would be greatly appreciated.

Sincerely,

[YOUR NAME, ex. Jill Jones]

