Proposal for Conducting a Technical
Workshop

Date: [Insert Date]

From: [Your Name]
[Your Position]

[Your Organization]
[Your Address]

[Your Email]

[Your Phone Number]
To: [Recipient's Name]
[Recipient's Position]
[Recipient's Organization]

[Recipient's Address]

Subject: Proposal for Conducting a Technical Workshop

Dear [Recipient's Name],

| am writing to propose a technical workshop titled "[Workshop Title]" that aims to [briefly
describe the purpose and goals of the workshop].

The proposed workshop will cover the following topics:

e [Topic 1]
e [Topic 2]
e [Topic 3]

We anticipate that the workshop will have [number] participants and will take place on
[proposed date(s)] at [proposed location]. The duration of the workshop will be approximately
[duration].



The estimated cost for conducting this workshop is [cost details], which will cover [including
items such as materials, refreshments, etc.]. We believe that this workshop will greatly benefit
the participants by [explain the benefits].

I look forward to discussing this proposal with you and hope to contribute to [Recipient's
Organization]'s commitment to professional development.

Thank you for considering this proposal. | hope to hear from you soon.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]



