Proposal for Professional Development
Workshop

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Proposal for Professional Development Workshop on [Workshop Topic]

Dear [Recipient Name],

| am writing to propose a professional development workshop titled "[Workshop Title]" aimed at
enhancing the skills and knowledge of our staff in [specific area of focus]. This workshop will

take place on [proposed date] and will be facilitated by [Facilitator Name], an expert in
[facilitator's field].

Workshop Objectives:
e Objective 1: [Description]

o Objective 2: [Description]
e Objective 3: [Description]

Target Audience:

This workshop is designed for [specific audience e.g., teachers, administrative staff, etc.].

Workshop Agenda:
e Session 1: [Session Details]

e Session 2: [Session Details]
e Session 3: [Session Details]

Budget:

The estimated cost for this workshop is [insert amount], which includes [details of what the
budget covers].

Expected Outcomes:

Participants will leave with [list of expected outcomes or skills gained].



Thank you for considering this proposal. | look forward to your positive response and to further
discussions on this initiative.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



