
 
Sample Goodwill Letter Template 

 

[Your Name]  
[Your Address] 
[Date]  
 
Re: [Your Account Number] 
 
To Whom It May Concern,  
 
I hope this letter finds you well. My name is [Your Name] and I am reaching out regarding my account 
number [Account Number]. I have had a very positive experience with [Lender Name] and I appreciate 
you taking the time to read this letter.  
 
I recently checked my credit report and learned I have a late payment that was reported in [Month and 
Year] on my [Account Name and Number]. During the time this payment was reported, I experienced 
[reason for missing payment]. It is due to this [phrase describing reason for missing payment] that I 
missed the payment described above. Because I was forced to tap into my savings during this period, I, 
unfortunately, was not able to make [type of payment] payments on time.  
 
Failing to make my [type of payment] payments on time is very unusual for me. Before [Month and 
Year], I did not make a single late payment. Since [reason for missing payments], I have paid what I owe 
in its entirety and am back to making on-time payments. I have also enrolled in automatic [type of 
payment] payments, to ensure I continue on-time payments. I realize late payments cause a major 
inconvenience for your operations and take full responsibility for falling behind. I have taken steps to 
ensure I do not miss any due dates moving forward, as it is my goal to continue the relationship we have 
had since my loan began.  
 
Considering my otherwise on-time payment history, I would like to request you apply a goodwill 
adjustment and remove the late payment from my credit report. Your gesture of goodwill would allow 
me to prove to other lenders that I am a creditworthy borrower, who would allow me to qualify for 
other loans. Your help would have an incredibly positive impact on my life.  
 
I greatly appreciate your time and consideration and hope to hear back soon. If there is anything else 
you need on my end, please let me know.  
 
Sincerely,  
[Name] 


