
Invitation to Payment Review Session 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally initiate a payment review session to 

discuss our current payment processes and address any outstanding issues. 

Details of the session are as follows: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] / [Insert Virtual Meeting Link] 

Your insights and feedback are invaluable to ensuring a smooth payment workflow. Please 

confirm your attendance at your earliest convenience. 

Thank you, and I look forward to our discussion. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


