Jerry,
I wanted to get your opinion and possible involvement in a project that I think will really benefit the company’s bottom line and help our team at the same time.  I have noticed that quite a few people are struggling to complete an order requisition.  Many times the requisitions are incomplete or worse, incorrect, causing delays in processing and rework for a few different departments.  This is ultimately affecting our bottom line because we need more people to process the requisitions than we should and we are slower to fill the orders, causing issues with customer support and ultimately our reputation with our customers.
I have a solution to this problem, but I need your help in getting it off the ground.  I would like to initiate an employee training program that would include the requisition process and a few other topics that are causing delays and re-work.  With your permission and help I would like to form a small team of people from marketing, sales, order processing and customer service to create some basic training materials and then conduct training.
The project will take approximately six weeks from start to completion with at most six people, limiting their time to 24 hours each.  A rough estimate puts this project at 144 hours to create and conduct the training, or approximately $5k in reallocation of existing resources.  (6 people @ 24 hours each @ $35/hour).   We will use existing software (PowerPoint) and our conference room and projector to conduct the training.
The expected return on investment for the training will be an increase in order processing time, a reduction in rework and an overall increase in customer and employee satisfaction.  The goal is to reduce the number of incomplete forms to zero and the number of incorrect forms to <1/month.  If we can accomplish this goal, we will be able to process 10 more orders a week an entire day faster than our current production rate.  This will generate an increase in revenue of $5,000 in the first month, more than covering the initial cost for this small project.
Thank you for taking the time to review my request, please let me know if you have any questions.  I would like to set up a meeting with you on Monday from 11:00-11:30 to discuss how to move forward.
Regards,
[bookmark: _GoBack]Joy
P.S. I have included links to some articles about the benefits of employee training for your reference;
	MAKING THE CASE FOR EMPLOYEE TRAINING

	1. https://www.roberthalf.com/blog/6-ways-professional-development-training-benefits-your-entire-organization

	2. http://www.bizjournals.com/boston/stories/2005/03/21/focus3.html

	3. http://hrprofessionalsmagazine.com/train-your-managers/

	4. http://switchandshift.com/the-surprising-employee-benefit-that-can-dramatically-boost-your-bottom-line

	5. http://www.cioinsight.com/c/a/Workplace/Employee-Training-Can-Improve-Your-Bottom-Line-824400

	6. https://www.fastcompany.com/3036793/hit-the-ground-running/6-steps-to-improving-your-current-employeess-soft-skills

	7. http://www.forbes.com/sites/theyec/2016/04/14/your-success-starts-with-more-frequent-employee-training/#4f3c542c3036

	8. http://fortune.com/2011/05/27/company-training-programs-what-are-they-really-worth/

	9. http://www.inc.com/chad-halvorson/5-reasons-you-should-be-investing-in-employee-development.html
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