
Deliverables Clarification Request 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek clarification regarding the deliverables 

outlined in our recent agreement dated [Insert Agreement Date]. Specifically, I would like to 

confirm the following details: 

• Deliverable 1: [Description] 

• Deliverable 2: [Description] 

• Delivery Timeline: [Insert Timeline] 

Could you please provide further details on the above items? It would be beneficial to have a 

clearer understanding to ensure that we meet the expectations effectively. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


