
Request for Clarification on Obligations 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request clarification regarding our obligations 

as outlined in [specific document or agreement name]. As we move forward, it is vital that we 

fully understand the terms and responsibilities defined therein. 

Specifically, we seek clarification on the following points: 

• [Point 1] 

• [Point 2] 

• [Point 3] 

We believe that addressing these items will ensure compliance and facilitate a smoother working 

relationship. Please let us know a convenient time for you to discuss this, or feel free to provide 

your responses via email. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


