Inquiry Regarding Upcoming Professional
Development Courses

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State ZIP Code]
[Your Email Address]
[Your Phone Number]

[Recipient Name]
[Recipient Title]
[Organization Name]
[Organization Address]
[City, State ZIP Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to inquire about any upcoming professional
development courses that your organization may be offering in the near future. As a [your
profession/role], I am keen on enhancing my skills and knowledge, and I believe your courses
could greatly benefit my professional growth.

If possible, could you please provide information on:

The schedule of upcoming courses

The topics that will be covered

Any prerequisites or entry requirements
Registration details and fees

Thank you for your assistance. | look forward to your timely response.
Warm regards,

[Your Name]



