
Agreement Clarification Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your 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 clarify certain aspects of our agreement dated 

[Insert Date of Agreement]. After reviewing the document, I noticed a few points that require 

further discussion: 

• Point 1: [Brief description of the first point needing clarification] 

• Point 2: [Brief description of the second point needing clarification] 

• Point 3: [Brief description of the third point needing clarification] 

Could we arrange a time to discuss this in further detail? I believe that addressing these points 

will facilitate a better mutual understanding and partnership moving forward. 

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

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company/Organization Name] 


