
Inquiry Regarding Contract Clauses 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company's Name] 

[Company's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about certain clauses in the contract 

[Contract Name or Reference Number] dated [Contract Date]. As we are currently reviewing the 

terms and conditions, we would like to seek clarification on the following points: 

1. [Clause 1 - Brief Description] 

2. [Clause 2 - Brief Description] 

3. [Clause 3 - Brief Description] 

Understanding these clauses will help us ensure that all parties are aligned and can contribute to 

a successful collaboration. I would appreciate your insights by [Insert Deadline if applicable]. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


