
Training Program Introduction Proposal 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Proposal for Introduction of Training Program 

Dear [Recipient Name], 

I am writing to propose the introduction of a comprehensive training program titled "[Program 

Name]" aimed at enhancing the skills and performance of our employees in [specific area/field]. 

This program is designed to provide participants with [briefly outline the goals of the program, 

e.g., practical skills, knowledge, etc.]. 

The training will include the following components: 

• Workshops on [Topic 1] 

• Seminars led by industry experts 

• Hands-on training sessions 

Our proposed timeline for the training program is [insert duration], and it will be conducted at 

[location/online]. The expected outcome is to [describe the objective, e.g., improve productivity, 

enhance team collaboration, etc.]. 

I believe that this training program will greatly benefit our team and contribute to the overall 

success of our organization. I look forward to discussing this proposal further. 

Thank you for considering this initiative. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


