[Your Company Logo]
[Date]
[Manager's Name]
[Manager's Title]
[Department/Team]
[Company Name]
[Company Address]
Dear [Manager's Name],
Subject: Customized Training Program
I hope this message finds you well. As part of our continuous development
initiative, we are excited to offer a customizable training program
tailored specifically for you and your team.
**Training Overview:**
- **Objective:** [Insert primary objective of the training]
- **Duration:** [Insert duration]
- **Format:** [In-person/Virtual/Hybrid]
- **Target Audience:** [Specify audience]
**Training Components:**
1. **Module 1l:** [Title]
- Description: [Brief description]
— Duration: [Time]
2. **Module 2:** [Title]
- Description: [Brief description]
— Duration: [Time]
3. **Module 3:** [Title]
- Description: [Brief description]
- Duration: [Time]
**Customization Options:**
To ensure the training meets your unique needs, please consider the
following customization options:
- [Option 1]
- [Option 2]
- [Option 3]
**Next Steps:**
Please review the proposed details and share your feedback by [feedback
deadline]. Once we have your input, we will finalize the training
schedule.
Thank you for your commitment to professional growth and development.
Best regards,
[Your Name]
[Your Title]
[Your Contact Information]
[Company Name]



