Date: [Insert Date]

[Recipient Name]

[Recipient Title]

[Recipient Company]

[Recipient Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to request clarification regarding [specific issue
or topic] as we have been discussing in our previous conversations/meetings. It is important for

us to have a clear understanding to move forward effectively.

In particular, | would appreciate your insights on [specific points or questions]. | believe that
with open communication and negotiation, we can arrive at a mutually beneficial solution.

Could we possibly arrange a meeting or call to discuss this further? | am flexible with timings
and can adjust to your availability.

Thank you for your attention to this matter. | look forward to your prompt response.
Best regards,

[Your Name]

[Your Title]

[Your Company]

[Your Email]

[Your Phone Number]



