
Staffing Proposal for Team Expansion 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to propose an expansion of our team to better meet the growing demands of our 

projects and enhance our overall productivity. After conducting a thorough analysis of our 

current workload and future projections, I believe that adding additional personnel will 

significantly benefit our operations. 

Justification for Team Expansion 

• Increased Project Load: Our current team is unable to effectively manage the increasing 

volume of projects. 

• Skill Gaps: We need specialized skills that are not adequately covered by our existing 

staff. 

• Improved Efficiency: Additional staff will allow us to meet deadlines and enhance our 

work quality. 

Proposed Roles and Responsibilities 

I propose the following positions to be filled: 

1. Position 1: [Job Title] - [Brief Description] 

2. Position 2: [Job Title] - [Brief Description] 

3. Position 3: [Job Title] - [Brief Description] 

Estimated Budget 

The estimated budget for the proposed team expansion is as follows: 

• Position 1: [Estimated Cost] 

• Position 2: [Estimated Cost] 

• Position 3: [Estimated Cost] 



Total Estimated Budget: [Total Cost] 

I am confident that this team expansion will yield significant returns on investment through 

enhanced productivity and improved project outcomes. I look forward to discussing this proposal 

further and exploring how we can implement these changes effectively. 

Thank you for considering this staffing proposal. Please feel free to reach out at your earliest 

convenience to arrange a meeting. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


