HR Policy Clarification Request

Date: [Insert Date]

To: [HR Manager's Name]

From: [Your Name]

Subject: Request for Clarification on HR Policies
Dear [HR Manager's Name],

| hope this message finds you well. 1 am writing to seek clarification on certain aspects of our
HR policies that | believe require further explanation. Specifically, I would like to understand:

e [Specify Policy 1]
e [Specify Policy 2]
e [Specify Policy 3]

| appreciate your assistance in this matter and look forward to your response so that | may have a
clearer understanding of our policies.

Thank you for your attention to this request.
Best regards,

[Your Name]

[Your Job Title]

[Your Contact Information]



