
Request for Explanation on Payment 

Schedule 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request clarification regarding the payment 

schedule for our partnership outlined in [specific agreement or contract name]. As we move 

forward with our collaborative efforts, it is essential for us to fully understand the payment 

timelines and schedules to ensure a smooth process. 

Could you please provide a detailed explanation of the payment schedule, including any 

important dates, amounts, and terms that we need to be aware of? This information will greatly 

assist us in planning and executing our financial commitments effectively. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


