
Inquiry Regarding Terms and Conditions 

Date: [Insert Date] 

To: [Recipient's Name] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the terms and conditions related 

to [specific service or product] offered by [Company Name]. I would appreciate it if you could 

provide detailed information regarding the following: 

• Payment Terms 

• Cancellation Policy 

• Liability Limitations 

• Governing Law 

Understanding these terms is crucial for me to proceed, and I would be grateful for your prompt 

response. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


