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Dear Mr. Steven,
I am writing this letter to propose to you a training program, that I have designed for our sales department employees.
Mr. Josh Watson, a well-known name in the industry, is visiting ABC city on 5th July 2021. He is an expert in his work and has conducted several successful sales and marketing training and consultations. I am attaching Mr. Watson’s credentials with this letter. 
I have been in constant touch with his assistant to book training for our company for many months, and now I have been able to obtain his three-day appointment for 10th July 20XX-12th July 20XX. The total training cost will be $[COST]. Our sales department has 15 employees, who can receive the four hours training for three days. The training would be conducted in the office premises to minimize the costs. The detailed proposal of the training is attached with this letter.
I am certain that, after this training, our employees would not only gain extra skills, but our sales figures would drastically increase as well. Recently, our competitors’ sales have been higher than ours, and I believe that one of the reasons behind this is their constant training programs for their employees. In addition, the sales season is also approaching, and this training would let us grab a higher share of the sales, due to the higher level of skills of our employees.
I am seeking your approval so that I can finalize the training arrangements with Mr. Watson’s assistant soon, as I think this opportunity should not be missed.
Looking forward to your reply. Please, contact me at [X] for any questions.
Thank you.
Regards,
John Wilson.
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