
Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

elements of the contract we are currently discussing/signed on [insert date or reference number]. 

Specifically, I would appreciate more information on the following points: 

• [Element 1] 

• [Element 2] 

• [Element 3] 

Your assistance will greatly aid in ensuring that all parties are on the same page and will help 

facilitate a smoother process moving forward. 

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

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company] 


