March 30, 2004
ADDRESSEE KEYWORDS  \* Upper  \* MERGEFORMAT 
Title
Company Name
RE:  Training Proposal

Sir/Madam:

Thank you for availing one of the courses I am offering.  Attached is the outline of the course in Short Couse Description that I am offering.  Included in the package are: 

· Features/Items


The course has a very reasonable PACKAGED price of Php 999,999,999.99,.  It covers  x hrs of training at y hours per day for z days for w people.  Payment is given twice, 50% on the first day of the seminar and the other 50% on the last day of the seminar.

Since the training is to be done in-house, the following logistics should be provided by you: 

· Requirement(s)
The above requirements should be prepared at least X days from the start of the training. 

Training would be done during Saturdays.  I like to propose the following schedule:

Schedule Date and Time
The schedule shall include a 15-minute snack break in the morning and in the afternoon (Schedule of Snack Break) and a 1-hour lunch break (Schedule of Lunch Break) - snacks and lunch NOT included. 

Please feel free to contact me in case of any questions, concerns or clarifications.

Thanks, 

Nestor M. Lim 

Trainer 

( 0920 5404652

( limnestor@consultant.com 

