
Request for Financial Report Explanation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to formally request a detailed explanation of the 

recently submitted financial report for the [specific period or project name]. 

While reviewing the document, I found several areas that require clarification to ensure a 

comprehensive understanding of the financial status and to facilitate effective decision-making. 

Specifically, I would appreciate insights into the following areas: 

• [Area 1 requiring explanation] 

• [Area 2 requiring explanation] 

• [Area 3 requiring explanation] 

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



 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 


