[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inquire about the leadership development
program offered by [Company/Organization Name]. | am interested in understanding the
objectives, structure, and any prerequisites for the program.

Could you please provide me with information regarding the following aspects:

Program content and curriculum

Duration and schedule

Eligibility criteria

Cost and available funding options
Application process and deadlines

Your assistance in this matter would be greatly appreciated as | consider pursuing this
opportunity for professional growth. Thank you for your time, and | look forward to your
response.

Sincerely,

[Your Name]



