
Inquiry Letter: Employee Training Solutions 

Dear [Recipient's Name], 

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

[Your Company]. We are currently exploring options for employee training solutions that can 

enhance our team's skills and overall performance. 

We are particularly interested in programs that cover [specific areas of interest], and we would 

like to know more about what your organization offers in this regard. Additionally, we would 

appreciate details on: 

• Training formats available (e.g., in-person, online, hybrid) 

• Duration and schedule of the training sessions 

• Customizable options tailored to our company's needs 

• Pricing and any available packages 

• Previous success stories or case studies 

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

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


