
Inquiry for Policy Clarification 

Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

City, State, Zip Code 

Dear [Recipient's Name], 

I am writing to request clarification regarding [specific policy or issue] that I have encountered. I 

would appreciate more information on [specific details or questions you have]. Understanding 

this policy is crucial for [explain why this is important]. 

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

Sincerely, 

[Your Name] 


