
Inquiry for Workshop Arrangement 

Dear [Workshop Coordinator's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position/Title] at 

[Your Organization]. We are interested in arranging an expert-led workshop on [Workshop 

Topic] aimed at [Target Audience]. 

Could you please provide us with information regarding the availability of experts, potential 

dates, fees, and any required materials for this workshop? We would also appreciate insights into 

the logistics and any recommendations you might have. 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


