Letter rejecting client proposal for payment but offering acceptable terms

[name and address of client]
[date] 

Dear [insert name]
Your Account
I acknowledge receipt of your recent letter dated [date] containing a proposal to settle the overdue debts on your account.
I am disappointed that you have not settled your debt on the agreed terms. I am unable to accept your proposal because [explain why e.g. it will take unreasonably long to clear the debt].
[In the absence of payment in full within 7 days I reserve the right to apply interest and late payment charges to the debt, and to pursue the recovery of it through legal channels.]
OR
[However, in the interests of resolving this matter, on this occasion I would be prepared to accept payment of the debt immediately due and owing to us as follows:
[set out payment terms]]
Please confirm your agreement or otherwise to the above. For the avoidance of doubt, this willingness does not constitute a formal variation to our agreement, and our rights are fully reserved.

Yours sincerely

[name]
[title]
