	[Date]

	[Street number & name]
[City, State]

[Zip code]
[Your phone number]


Hardship Manager
[Company Name]
[Street number and name] 
[City, State] [Zip code]
RE:   Request for hardship payment plan for Account Reference No. [YOUR ACCOUNT NUMBER]
Dear Hardship Manager,

I request access to your company’s hardship program because of my recent change of circumstances due to COVID-19. Because of this global pandemic, I have been laid off from my job as a [type of worker].  While we are hopeful that the lay off is temporary, it is unclear exactly when the tourist industry (and the jobs that go with it) will rebound in Hawaii so, for the foreseeable future, my family is [I am] currently having to adjust to living on a reduced income and, in the meantime, am attempting to get all of my bills and debts under control and do the right thing by my creditors.  [if there are additional details here that might help—i.e., if the person’s spouse also lost job, etc.]
Please advise me of all financial hardship arrangements available to me, and how I should go about accessing them.

I understand you may be able to offer me a moratorium for a fixed period and/or flexible payment arrangements in the short-term. Could you please also advise me of any concessions, other grants and services, for which I may be eligible, given that I am experiencing financial difficulty?

Please contact me by return letter or by phone [PHONE NUMBER] with this information. 

Sincerely,

[your name and signature]

