
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the upcoming seminar titled 

"[Seminar Title]" scheduled for [Date] at [Location]. I am very interested in attending and would 

like to gather more information about the event. 

Specifically, I would like to know: 

• The registration process and deadlines 

• The seminar agenda and topics that will be covered 

• The cost of attendance and any available discounts 

• If there are any continuing education credits offered 

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

Sincerely, 

[Your Name] 


