
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to seek your approval on 

the proposed timeline for [specific project or task].  

The timeline outlines the key phases and milestones, ensuring we remain 

on track to achieve our goals effectively. I believe this schedule aligns 

with our overall objectives, and your approval will be crucial for us to 

move forward.  

I have attached the detailed timeline for your review. Please let me know 

if you have any questions or require further adjustments.  

Thank you for considering this request. I look forward to your approval.  

Sincerely,  

[Your Name]  

[Your Position] 


