
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request clarification on certain clauses in the 

contract we recently discussed, dated [Contract Date]. It is important for me to fully understand 

the implications and responsibilities outlined in the document. 

In particular, I would appreciate it if you could provide further explanation on the following 

clauses: 

• Clause [Number or Title] 

• Clause [Number or Title] 

• Clause [Number or Title] 

Understanding these clauses will greatly assist me in making informed decisions moving 

forward. If possible, I would appreciate an opportunity to discuss this in person or via phone at 

your earliest convenience. 

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

Sincerely, 

[Your Name] 


