
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request more information regarding your 

Leadership Development Program. I am interested in understanding the framework, curriculum, 

and opportunities provided through the program. 

Specifically, I would appreciate details on: 

• The objectives and outcomes of the program 

• Eligibility criteria and application process 

• Duration and format of the program (in-person, online, hybrid) 

• Costs associated with the program, if any 

• Potential career advancement opportunities post-completion 

Thank you for your attention to this matter. I look forward to your timely response. 

Sincerely, 

[Your Name] 


