
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Institution's Name] 

[Institution's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the availability of remedial 

classes at [Institution's Name] for the upcoming [semester/term/year]. I am particularly interested 

in classes that cover [specific subjects or areas of concern]. 

Could you please provide information on the schedule, duration, and enrollment process for 

these remedial classes? Additionally, I would appreciate any details regarding the qualifications 

of the instructors and the resources available to students. 

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

Sincerely, 

[Your Name] 


