Your Name

Your Address

City, State, Zip Code
Email Address
Phone Number

Date

Recipient Name

Recipient Title
Company/Organization Name
Address

City, State, Zip Code

Dear [Recipient Name],

I hope this message finds you well. I am writing to request clarification regarding the dispute
resolution mechanisms outlined in our [contract/agreement] dated [date]. As we proceed, it is
important for me to fully understand the processes and procedures that will be in place should a
dispute arise in the future.

Specifically, 1 would appreciate more information on the following points:

The defined steps for initiating a dispute resolution process.

The timeline for each stage of the resolution process.

The roles and responsibilities of each party involved in the dispute resolution.
Any specific requirements or documentation needed to support a dispute claim.
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Understanding these mechanisms will greatly assist in ensuring that both parties are prepared and
aligned in the event of a disagreement. | would be grateful if you could provide the requested
information at your earliest convenience.

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

Sincerely,
[Your Name]



