
Request for Catalog of Virtual Courses 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Company/Organization Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request a catalog of your virtual courses 

offered for the upcoming semester. As I am interested in enhancing my skills and knowledge, I 

would greatly appreciate having access to the detailed information regarding the courses, 

including descriptions, schedules, and any prerequisites necessary for enrollment. 

Thank you for your attention to this request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


