Letter of Explanation for Policy Confusion

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Clarification Regarding Policy Confusion

Dear [Recipient's Name],

I hope this message finds you well. I am writing to address a recent confusion regarding the
policies we have in place at [Company/Organization Name].

Upon reviewing the [specific policy or policies], it has come to my attention that there may be
some discrepancies or unclear information that has led to misunderstandings among our team.

To clarify, [provide specific details about the confusion and any relevant information]. | believe
it is essential to ensure that everyone is on the same page moving forward.

If necessary, | would appreciate the opportunity to discuss this matter further. Please feel free to
contact me at your earliest convenience.

Thank you for your attention to this matter, and | look forward to resolving any confusion.

Sincerely,

[Your Name]
[Your Position]
[Your Contact Information]



