 [Your Name]
 [Your Address]
 [City, State ZIP Code]
 [Date]
 [Creditor/Collection Agency Name]
 [Address]
 [City, State ZIP Code]
Subject: Goodwill Request for Late Payment Removal
Dear [Creditor Name or Department],
I am writing regarding my account [Account Number]. This account currently reflects a late payment that does not reflect my overall commitment to your company. The late payment was due to [brief reason, e.g., temporary financial hardship or unexpected circumstance] and was an unusual occurrence in my otherwise positive payment history.
I value my relationship with your company and would like to continue as a loyal customer. I believe that removing this late payment from my account would reflect positively on your company’s reputation for supporting responsible customers while helping me maintain my creditworthiness.
I respectfully request a goodwill adjustment to remove this late payment from both my account and the credit reporting agencies. Your consideration would strengthen our ongoing relationship and demonstrate your commitment to loyal customers.
Thank you very much for your time and understanding. I appreciate your support and look forward to continuing my positive relationship with your company.
Sincerely,
 [Your Signature]
 [Your Printed Name]
 Date of Birth: [MM/DD/YYYY]
 Last Four Digits of SSN: [XXXX]

