
Proposal for Skills Training Program 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to propose a comprehensive skills training program designed to enhance the 

capabilities and productivity of your team. Our training focuses on [briefly outline key skills or 

topics], which are essential for [mention the benefits relevant to the recipient's organization]. 

Program Overview 

This training program will include: 

• In-depth workshops on [specific skills] 

• Interactive sessions for practical understanding 

• Post-training support and resources 

Duration and Schedule 

The training can be conducted over [insert duration, e.g., two weeks], with sessions scheduled at 

your convenience. 

Investment 

The total cost for this program will be [insert cost], which includes all materials and follow-up 

support. 

I am confident that this skills training program will bring significant value to your organization. I 

would love the opportunity to discuss this proposal further. Please feel free to reach out to me at 

[your contact information]. 

Thank you for considering this proposal. I look forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Position]  



[Your Company Name]  

[Your Contact Information] 


