Dear [Recipient's Name],

| hope this message finds you well. I am writing to request more details regarding the [specific
project name or description] that was discussed in our recent meeting.

To ensure that we are aligned and can move forward effectively, could you please provide more
information on the following aspects:

o Project timeline and key milestones

o Budget considerations

e Roles and responsibilities of team members

e Any specific deliverables we should be aware of

Your assistance in this matter will be greatly appreciated, as it will help us in preparing for the
next steps. | look forward to your prompt response.

Thank you very much for your attention.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



