
Letter of Clarification Needed 

[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 seek clarification regarding the packaging 

support services contract we recently discussed. Specifically, I would like to understand [insert 

specific points of clarification needed]. 

Your insights on these matters would be greatly appreciated, as they are crucial for us to move 

forward effectively. 

Thank you for your assistance, and I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Company Name] 


