
Inquiry About Company Training 

Opportunities 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position/Role] at 

[Your Company]. I am writing to inquire about any training opportunities that your company 

may offer. 

As [briefly describe your purpose, e.g., "we are looking to enhance our team's skills in XYZ 

area"], we are keen to learn more about your training programs, including any workshops, 

seminars, or certification courses available for our employees. 

Could you please provide us with information regarding: 

• Types of training programs offered 

• Duration and frequency of the sessions 

• Cost per participant 

• Any upcoming schedule 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


