[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Position]
[Recipient's Company Name]
[Recipient's Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally inquire about the payment processes
related to our joint venture collaboration. As we move forward with our partnership, it is
imperative for us to establish a clear understanding of the financial procedures to ensure smooth
operations.

Could you please provide detailed information regarding the following:

e Invoice submission guidelines

o Payment timelines and methods

e Any necessary documentation required for processing payments

o Contact details for the accounts payable department

We appreciate your cooperation and support on this matter. If possible, I would like to propose a
meeting to discuss this further. Please let me know your available times.

Thank you for your attention to this inquiry. I look forward to your prompt response.
Sincerely,
[Your Name]

[Your Position]
[Your Company Name]



