
Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient Name], 

I hope this message finds you well. My name is [Your Name], and I am currently [Your 

Position/Title] at [Your Organization]. I am writing to inquire about the curriculum for the 

training program offered by your esteemed institution. 

We are exploring various training options for our team, and I would greatly appreciate it if you 

could provide detailed information regarding the curriculum, learning outcomes, and any 

prerequisites for the program. 

Additionally, if there are any brochures or materials that outline the program in further detail, I 

would be grateful if you could share those with me. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


