Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request clarification regarding the recent
changes made to the notes pertaining to [specific topic or project]. It has come to my attention

that there have been updates that may impact our understanding and actions moving forward.

Could you please provide more detail on the following points:

e [Point1]
e [Point 2]
e [Point 3]

Thank you for your attention to this matter. | appreciate your prompt response as it will assist us
in aligning our efforts appropriately.

Sincerely,

[Your Name]



