
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request clarification on certain terms outlined 

in our contract dated [Insert Contract Date]. As we begin to move forward, I want to ensure that 

both parties have a clear understanding of the terms and conditions associated with the 

agreement. 

The specific areas I would like to address are as follows: 

• [Specify Area 1] 

• [Specify Area 2] 

• [Specify Area 3] 

I believe that addressing these points will help prevent any misunderstandings in the future. If 

possible, I would appreciate a written response by [Insert Date]. 

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

Sincerely, 

[Your Name] 

[Your Title/Position] 


