
Letter of Language Training Offer 

Date: [Insert Date] 

From: [Your Name]  

[Your Position]  

[Your Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

To: [Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Recipient's Address]  

[Recipient's City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to offer you an opportunity to enhance your language skills through our 

advanced language training program. Designed specifically for accomplished speakers, this 

program aims to refine your abilities and expand your proficiency in [language]. 

Our training includes: 

• In-depth workshops on advanced grammar and syntax 

• Immersive conversation practice with native speakers 

• Tailored lessons focused on your interests and professional needs 

• Access to exclusive resources and materials 

The program will commence on [start date] and will take place [location/online]. We believe that 

this training will significantly enhance your language expertise and provide you with invaluable 

skills. 

If you are interested in participating, please respond by [RSVP date] to reserve your spot. 

We look forward to the opportunity to work together and support your language journey. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization] 


