
Dear [Recipient's Name], 

I hope this message finds you well. I wanted to follow up regarding our recent conversation 

about [specific service or topic]. I am eager to clarify a few details to ensure we are on the same 

page. 

Specifically, I would like to confirm: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

If you could provide further information on these points, I would greatly appreciate it. I believe 

this will help us move forward smoothly. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


