
Continuing Education Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Continuing Education Update 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with an update regarding my 

continuing education efforts. 

Since our last conversation, I have completed the following courses: 

• [Course Name 1] - [Brief Description] 

• [Course Name 2] - [Brief Description] 

• [Course Name 3] - [Brief Description] 

I am currently enrolled in [Upcoming Course or Program Name], which I believe will further 

enhance my skills and knowledge in [Relevant Field]. 

Thank you for your support and encouragement as I pursue these educational opportunities. I 

look forward to sharing more updates with you in the future. 

Best regards, 

[Your Name] 

[Your Contact Information] 


