Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to formally request transparency regarding the service agreements between [Your
Company/Yourself] and [Recipient's Company]. As a stakeholder, | believe it is vital to
understand the terms, conditions, pricing, and any potential risks involved.
Specifically, 1 am looking for clarity on the following points:

Detailed breakdown of services provided.

Full explanation of costs and any additional fees.

Terms of service, including duration and termination clauses.
Any potential conflicts of interest.

Transparent communication is essential for maintaining trust and ensuring a successful
partnership. | would appreciate your prompt response to this request within [insert a reasonable
timeframe, e.g., 14 days].

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

Sincerely,

[Your Name]



