Issue Clarification Letter

Date: [Insert Date]

Client Name: [Client's Name]
Client Address: [Client's Address]
Dear [Client's Name],

We hope this message finds you well. We are writing to clarify the recent issue regarding
[describe the specific issue briefly].

Upon reviewing your case, we would like to provide the following details:
e Issue Description: [Detailed description of the issue]
o Current Status: [Current status of the issue]

o Next Steps: [Outline any next steps that will be taken]

If you have any questions or need further clarification, please do not hesitate to reach out to us at
[Contact Information].

Thank you for your attention to this matter. We are here to support you.
Sincerely,

[Your Name]

[Your Title]

[Organization Name]



