
Stakeholder Issue Clarification 

Date: [Insert Date] 

To: [Stakeholder Name] 

[Stakeholder Title] 

[Company/Organization Name] 

[Address] 

Dear [Stakeholder Name], 

I hope this message finds you well. I am writing to clarify some issues that have arisen regarding 

[specific project or topic]. We value your input and want to ensure that we are aligned moving 

forward. 

Here are the key points that require clarification: 

• [First issue or concern] 

• [Second issue or concern] 

• [Third issue or concern] 

We believe that addressing these issues will enhance our collaboration and lead to better 

outcomes for all parties involved. Please let us know your availability for a meeting to discuss 

this further. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 

[Contact Information] 


