Asking for Clarification

Step 1:  Indicate willingness to help

· I would be happy to [help/assist] you with…
· Thank you for your interest in…
· I am sure we can find a solution to this problem.
*Step 2:  Refer to what you do understand and any action you plan to take
              (if warranted)

· [Regarding/Concerning]…, I/we…
· You’ll receive an answer about … by [day/time].
· For your question about…, I’ve forwarded your request to …who…
Step 3:  Refer to the part of the request that you are unsure about
· If I have understood you correctly, you [would like to know / are interested in / are concerned about]…

· When you say…., do you mean that…?
As for… / Regarding…/Concerning…

· I’m afraid I’m not quite clear what you mean by…

· I’m afraid [we are / I am] not sure if you prefer …. or….

· I’m afraid [we are / I am] not sure what you mean by…

· I’m afraid we will need a bit more information.

Step 4: Ask for the needed information or clarification

· Could you please confirm [the total needed / the exact title / etc.]…and get back to me/us?
· Could you give me/us some further details about…such as…?

· Would you mind sending me/us…?
· Would you mind giving me/us a call so that we can…
· When would be a good time for us to [talk/meet] to discuss this further?
· Kindly send … so that I/we can…
Step 5: Encourage a reply


· We/I look forward to hearing from you soon.

· We/I look forward to receiving this information so that we/I can…







