
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[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 further clarification regarding 

[specific topic or subject] that was discussed in our recent communication on [date of 

communication]. 

While I appreciate the information provided, I believe additional details on [specific points or 

questions] would greatly assist in my understanding. Your expertise on this matter is invaluable, 

and any further insights you could share would be greatly appreciated. 

Thank you for considering my request. I look forward to your prompt response. 

Warm regards, 

[Your Name] 

[Your Position/Title, if applicable] 

[Your Company/Organization Name, if applicable] 


