
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request clarification regarding recent developments in [specific policy area] as 

announced on [date of announcement]. As a [your position/interest, e.g., stakeholder, employee, 

citizen], I believe it is crucial to fully understand the implications of these changes. 

Specifically, I would like to know more about [detail your specific questions or areas of concern 

related to the policy]. Clear guidance on these matters would be greatly appreciated and would 

help us in [explain why this clarification is important to you or your group]. 

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

Sincerely, 

[Your Name] 

[Your Job Title/Relation to the Policy] 


