
Inquiry for Hosting a Workshop 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of hosting a 

workshop at [Venue/Location] on [proposed date]. Our organization, [Your Organization Name], 

is dedicated to [brief description of your organization's mission or purpose]. 

The workshop would focus on [brief description of workshop topic and goals], which I believe 

would be beneficial for [target audience]. We expect approximately [number of participants] 

participants and would provide all necessary materials and facilitators. 

Could you please provide information regarding the availability of your venue, any associated 

costs, and facilities available for such an event? I am looking forward to your response and 

hopefully collaborating on this initiative. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Organization Name] 


