
Training Workshop Proposal 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Proposal for Training Workshop on [Workshop Topic] 

Dear [Recipient's Name], 

I am writing to propose a training workshop titled "[Workshop Title]" that aims to [brief 

description of the purpose of the workshop]. This workshop is designed for [target audience] and 

will cover the following key areas: 

• [Key Area 1] 

• [Key Area 2] 

• [Key Area 3] 

The workshop is scheduled for [proposed date], and it will be facilitated at [location/venue]. The 

duration of the workshop will be [duration]. 

The expected outcomes for participants include: 

1. [Outcome 1] 

2. [Outcome 2] 

3. [Outcome 3] 

We believe this workshop will provide invaluable insights and skills that will benefit the 

participants and align with our organizational goals. 

Please feel free to reach out if you would like to discuss this proposal further. I am looking 

forward to your positive response. 

Thank you for considering this proposal. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


