Subject: Coordinated Payment Workflow
Alignment

Date: [Insert Date]
Dear [Recipient's Name],

We are reaching out to ensure alignment on our coordinated payment workflow. As part of our
ongoing efforts to streamline processes and enhance efficiency, it is crucial that all stakeholders
are on the same page.

Below are the key components of the workflow for your review:

« Initiation: All payment requests must be submitted via [insert system/tool] by [insert
deadline].

e Approval: Payments will be approved by [insert approvers] within [insert time frame].

e Processing: Once approved, payments will be processed on [insert schedule].

« Reconciliation: A monthly reconciliation will be conducted to ensure accuracy and
address any discrepancies.

Your input is valuable to us, and we would appreciate any feedback or suggestions regarding the
workflow. Please feel free to reach out by [insert deadline] so that we can finalize the procedures
together.

Thank you for your attention to this matter. We look forward to working collaboratively to
optimize our payment processes.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



