
Workforce Competency Training Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Workforce Competency Training Outline 

Introduction 

This letter outlines the proposed training program designed to enhance workforce competencies. 

Training Goals 

• Develop essential skills for [specific job roles]. 

• Improve overall team productivity and efficiency. 

• Foster a culture of continuous learning and professional development. 

Training Modules 

1. Module 1: [Title]  

o Objective: [Brief description] 

o Duration: [Time] 

2. Module 2: [Title]  

o Objective: [Brief description] 

o Duration: [Time] 

3. Module 3: [Title]  

o Objective: [Brief description] 

o Duration: [Time] 

Evaluation and Feedback 

Participants will be assessed through [methods of evaluation] and feedback will be gathered via 

[methods of feedback collection]. 

Conclusion 

We believe that this training will be beneficial in enhancing the skills and competencies of our 

workforce. 



Thank you for your attention to this matter. Please feel free to reach out with any questions or 

feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


