[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]

[Recipient Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

| hope this message finds you well. I am writing to propose the addition of new training
resources to our current program. As [your position/role] at [your organization], | have observed
the growing need for further development in certain key areas that could greatly benefit our
team.

Specifically, I suggest the following resources:

o [Resource 1: Description]
o [Resource 2: Description]
o [Resource 3: Description]

| believe these resources will not only enhance our skills but also improve our overall
performance and productivity. Implementing these suggestions would provide our team with up-
to-date knowledge and practical tools to excel in our roles.

Thank you for considering this proposal. I look forward to discussing this matter further at your
earliest convenience.

Sincerely,
[Your Name]

[Your Position]
[Your Organization]



