
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Coordination of External Training Programs  

I hope this message finds you well. I am writing to discuss the 

coordination of external training programs that can benefit our team at 

[Your Company/Organization].  

We are particularly interested in topics such as [specific topics or 

skills related to the training] and believe that your expertise in this 

area would greatly enhance our team's performance.  

We would appreciate it if you could provide us with the following 

information:  

1. Available training programs and their contents  

2. Proposed schedule and duration  

3. Cost and any additional resources needed  

4. Trainer qualifications and experience  

We aim to initiate this training by [desired start date], so a prompt 

response would be appreciated. Please let us know a convenient time for a 

brief call to discuss this further.  

Thank you for considering our request. I look forward to your positive 

response.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company/Organization] 


