
Request for Clarification of Legal Procedure 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request clarification regarding certain legal 

procedures pertaining to [specific issue or case, e.g., "the upcoming hearing set for December 15, 

2023"]. 

As a party involved in this matter, I want to ensure that I fully understand the procedures that 

will need to be followed and any actions that are required on my part. Specifically, I would 

appreciate clarification on the following points: 

• [Point 1: E.g., "The timeline for submitting evidence"] 

• [Point 2: E.g., "The format and requirements for filing motions"] 

• [Point 3: E.g., "Any necessary documentation I must prepare ahead of the hearing"] 

Your guidance on these matters would be greatly appreciated and would assist me in navigating 

the process more effectively. If possible, I would prefer a response by [insert deadline, e.g., "the 

end of the week"] to allow for ample preparation. 

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

 

Sincerely, 

[Your Name] 

[Your Title or Position, if applicable] 

[Your Address] 

[City, State, Zip Code] 



[Your Email Address] 

[Your Phone Number] 


