
Request for Policy Clarification 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company/Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request clarification regarding 

[specific policy or issue] that was recently communicated to us on [date of communication]. As 

we strive to adhere to our internal guidelines and ensure compliance with organizational policies, 

it is essential to have a clear understanding of the particulars related to this matter. 

Specifically, I would appreciate detailed information on the following points: 

• [Point 1] 

• [Point 2] 

• [Point 3] 

Having explicit clarity on these aspects will greatly aid us in aligning our operations with the 

required standards and will help prevent any potential misunderstandings in the future. 

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

Sincerely, 

[Your Name] 

[Your Position] 


