
Workshop Proposal Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Institution] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a workshop entitled "[Workshop 

Title]" for the upcoming [Conference Name] scheduled for [Dates]. This workshop aims to 

[briefly describe the purpose and goals of the workshop]. 

The workshop will cover the following key topics: 

• [Topic 1] 

• [Topic 2] 

• [Topic 3] 

We anticipate the participation of [target audience] and plan to engage attendees through 

[describe the format, e.g., lectures, discussions, hands-on activities]. The expected outcome is 

[describe what participants will gain or learn]. 

I believe this workshop would be a valuable addition to the conference program and align well 

with the theme of [Conference Theme]. I look forward to the opportunity to contribute to this 

event. 

Thank you for considering this proposal. I am happy to discuss this further or provide additional 

information as needed. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution] 

[Your Email] 



[Your Phone Number] 


