
[Your Name]  

[Your Position]  

[Your Institution]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Institution]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to seek clarification on 

several policies related to [specific topic or policy area].  

Specifically, I would like to understand:  

1. [First specific question regarding policy]  

2. [Second specific question regarding policy]  

3. [Any additional questions if necessary]  

These clarifications will greatly assist in [reason why the clarification 

is needed or the impact it will have]. I appreciate your attention to 

this matter and look forward to your response.  

Thank you for your assistance.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Institution] 


