
Workforce Extension Proposal 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

I hope this letter finds you well. I am writing to propose an extension of our workforce to better 

meet the current demands and enhance our operational efficiency. 

Given the recent growth in [specific area] within our organization, an expansion of our 

workforce is essential. This proposal outlines the need for additional personnel in the [specific 

department] and how this will contribute to our overall success. 

Proposal Details 

• Justification: [Provide a brief summary of the need for workforce extension] 

• Benefits: [List potential benefits] 

• Cost Analysis: [Provide an overview of costs associated] 

• Implementation Plan: [Outline the steps for implementation] 

In conclusion, I firmly believe that the proposed workforce extension will significantly enhance 

our team's productivity and effectiveness. I am looking forward to discussing this proposal 

further at your earliest convenience. 

Thank you for considering this proposal. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


