
[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], 

Subject: Authorization Request for [specific purpose] 

I am writing to formally request authorization for [brief description of 

what you need authorization for]. This request is necessary because 

[provide a brief reason for the authorization]. 

Details of the Request: 

- Purpose: [explain the purpose in detail] 

- Duration: [specify duration or time frame] 

- Any associated costs or fees: [mention if applicable] 

- Additional information: [include any other relevant details] 

I appreciate your consideration of my request and am hopeful for a prompt 

response. Should you require any further information, please do not 

hesitate to contact me at [your phone number] or [your email address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title/Position, if applicable]  

[Your Company/Organization, if applicable] 


