Subject: Request to Schedule Payment Discussion

Dear [Recipient's Name],

I hope this message finds you well. I am writing to propose scheduling a discussion regarding
our upcoming payment arrangements. It is important for us to ensure that all aspects are clear

and agreed upon.

Could we possibly arrange a meeting on [Proposed Date] at [Proposed Time]? If this does not
work for you, please let me know your availability, and | will do my best to accommodate.

Thank you for your attention to this matter. | look forward to your response.
Best regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



