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To

Address: 

Attentions:

Clarification Reference No.: 
Subject; Contract Title and Number:[                   ]
 
With reference to Contract No. [Insert contract number], dated as [Insert Contract date] between [Insert first Party Name] and [Insert Second Party Name]. This letter is to clarify certain provisions of subject contract:
 
Question 1: Please clarify the …………………………………………………….
Answer: …………………………………………………………………………...
 
Question 2: Please clarify the………………………………………………………..
Answer: ……………………………………………………………………………
 
Question 3: Please clarify the ………………………………………………….
Answer: ………………………………….
 
[Insert the receiver name] shall acknowledge receipt of this letter. Should you require any further clarification, please Contact the undersigned.
 
Sender Name:                                                                             Receiver Name:
Sender Title:                                                                                Receiver Title:
Sender Signature:                                                                       Receiver Signature:
Date:                                                                                           Date:
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