
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Proposal for Training Initiative 

I hope this letter finds you well. I am writing to propose a training 

initiative aimed at [specific purpose or goal of the training]. Given our 

recent discussions about enhancing team capabilities, I believe this 

initiative could greatly benefit our organization. 

**Objectives of the Training Initiative:**  

1. [Objective 1 - e.g., Improve team skills in a specific area]  

2. [Objective 2 - e.g., Increase productivity through better processes]  

3. [Objective 3 - e.g., Foster a culture of continuous learning] 

**Training Details:**  

- **Target Audience:** [Who will participate?]  

- **Duration:** [Length of the training session(s)]  

- **Format:** [In-person/virtual/hybrid]  

- **Content Outline:**  

 - [Topic 1]  

 - [Topic 2]  

 - [Topic 3] 

**Expected Outcomes:**  

- [Outcome 1 - e.g., Enhanced employee performance]  

- [Outcome 2 - e.g., Improved team collaboration]  

- [Outcome 3 - e.g., Increased job satisfaction] 

**Budget and Resources Required:**  

- [Estimated budget]  

- [Resources required, e.g., venues, materials, trainers] 

I am enthusiastic about the potential impact of this training initiative 

on our workforce and look forward to discussing it further. I believe 

that investing in our team's development will yield significant returns 

for our company. 

Please let me know a convenient time for us to meet and further explore 

this idea. Thank you for considering this proposal. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


