Request for Information

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Institution/Organization Name]
[Institution Address]
[City, State, Zip Code]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to request information regarding the
certification for the [specific course name] that | am interested in.

Could you please provide me with details on the following:
Certification requirements
Course duration and schedule

Fees and payment options
Availability and application process

Thank you for your assistance. | look forward to your response.
Sincerely,

[Your Name]



