Correcting Misunderstandings

Step 1:  Refer to the situation and indicate a misunderstanding

· After [reading/reviewing]…, I noticed a small [error/discrepancy] in…
· I just received your…, and there seems to be a slight misunderstanding.
· At yesterday’s meeting, there seemed to be a slight misunderstanding about…
· I’m afraid I may not have made myself clear.
· There seems to be some confusion about…
· Apparently, / It seems that __________ wasn’t/weren’t very/terribly clear.
· I apologize for the confusion about…
Step 2:  Provide the correct information

· To put it another way, …

· Put simply,…

· What I meant to say was that…

· The correct amount is … not…

· I meant to say that…, not that…

· I would prefer to …than to…

· I believe it would be better to…than to…

Step 3: Offer Further Help


· Please [let me know] if I can be of any further assistance.

· Please let us know if you have any remaining questions [or concerns] about this.

· If you have any further questions, please contact me.

· If you need any further [assistance/information], please contact me.
· If this still isn’t clear, please call me at…
Reminding

Most email reminders are, by nature, quite short.  A few suggested beginnings are listed below, and these phrases would be followed by any relevant details that are especially important.

It can be helpful to put key details (such as dates and times) in bold – or to underline them.

· This is just a friendly reminder that…

· Please don’t forget to…   

[Follow this with a brief explanation of how doing it will benefit the reader.]

· I/We look forward to seeing you [at today’s meeting / at next week’s conference / etc.]

· Could you please…if you haven’t already?  

[Follow this with a brief explanation of why it would be helpful – for the reader or in general]







