Letter of Suggestion for Expanded Training
Sessions

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Organization: [Recipient's Organization]
Address: [Recipient's Address]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to propose the expansion of our training
sessions within [specific department or team] to enhance our overall productivity and skill set.

In recent months, | have observed that [describe specific issues or areas of improvement]. To
address these challenges, | believe that offering additional training sessions focused on [specific
topics or skills] could significantly benefit our team.
Expanding our training could lead to improved performance in the following ways:

e Increased efficiency in [specific tasks]

« Enhanced employee engagement and morale

o Better alignment with industry standards and trends
| suggest scheduling [number] additional sessions over the next [time frame] and tailoring the
content to address our specific needs. | am confident that these sessions will contribute positively
to our team's development and success.
Thank you for considering my suggestion. | look forward to your thoughts on this matter.
Sincerely,
[Your Name]
[Your Title]

[Your Organization]

[Your Contact Information]



