Request for Clarification on Waitlist
Procedures

Recipient Name
Recipient Title
Organization Name
Address Line 1
Address Line 2

City, State, Zip Code
Email Address

Date: [Insert Date]

Dear [Recipient Name],

I hope this message finds you well. I am writing to request clarification regarding the waitlist
procedures for [specific program or service]. As | am currently on the waitlist, I would
appreciate more detailed information on the following points:

How often is the waitlist updated?

What criteria are used to prioritize waitlist applicants?

Is there a timeframe in which | can expect to receive updates?

Avre there any actions I need to take to maintain my position on the waitlist?

PohE

Sincerely,

[Your Name]

[Your Contact Information]
[Your Address]



