Inquiry Regarding Professional Training
Programs

Date: [Insert Date]

[Recipient's Name]

[Recipient's Title]

[Agency's Name]

[Agency's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. My name is [Your Name] and | am [Your Position/Title] at
[Your Organization]. I am writing to inquire about the professional training programs offered by
your agency, as | am keen to learn more about opportunities for skill enhancement in the field of
social services.

Specifically, 1 would like to know more about the following:

The types of training programs available

The duration and format of these programs (e.g., in-person, online)

The eligibility requirements for participation

Any associated costs or fees
Upcoming training schedules

Thank you for your attention to this matter. | look forward to your prompt response and the
possibility of collaborating on professional development initiatives.

Sincerely,

[Your Name]

[Your Title]

[Your Organization]
[Your Phone Number]

[Your Email Address]



