
Learning and Development Plan 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Learning and Development Plan 

Dear [Employee's Name], 

As part of our commitment to your personal and professional growth, we have outlined a 

Learning and Development Plan tailored to your current role and future aspirations. This plan 

includes specific objectives, resources, and timelines. 

Objectives 

• Objective 1: [Description] 

• Objective 2: [Description] 

• Objective 3: [Description] 

Resources 

• Training Programs: [Details] 

• Online Courses: [Details] 

• Mentorship Opportunities: [Details] 

Timeline 

• [Goal 1] - [Completion Date] 

• [Goal 2] - [Completion Date] 

• [Goal 3] - [Completion Date] 

Please review this plan and feel free to reach out if you have any questions or suggestions. We 

are excited to support you on your learning journey. 

Best Regards, 

[Your Name] 

[Your Job Title] 


