
Training Workshop Proposal Submission 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient Name] 

[Recipient Job Title] 

[Recipient Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Proposal for Training Workshop on [Workshop 

Topic] 

Dear [Recipient Name], 

I am writing to propose a training workshop on [Workshop Topic] that aims to enhance the skills 

and knowledge of [Target Audience]. This workshop will be held on [Proposed Date] and is 

designed to provide participants with [brief description of workshop objectives]. 

Workshop details: 

• Duration: [Duration] 

• Location: [Location] 

• Target Audience: [Describe Audience] 

• Materials Provided: [List of Materials] 

• Cost: [Cost Information] 



We believe that this workshop will benefit participants by [describe benefits]. I am looking 

forward to discussing this proposal further and hope to bring this valuable training to [Recipient 

Organization]. 

Thank you for considering this workshop proposal. Please feel free to contact me at [Your Phone 

Number] or [Your Email] for any questions or clarifications. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization] 


