
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Title] 

[Institution/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the academic tutoring schedule 

for the upcoming semester. As a [student/parent] interested in enhancing my/child's academic 

performance, I would like to understand the available sessions, subjects offered, and any 

requirements for enrollment. 

Could you please provide me with the details regarding the tutoring schedule, including days, 

times, and any associated fees? Additionally, it would be helpful to know if there are specific 

tutors assigned to each subject area. 

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

Best regards, 

[Your Name] 


