
**Subject:** Approval Request for [Project/Document Name] 

**To:** [Approver's Name]  

**Cc:** [Relevant Stakeholders]  

**Bcc:** [Your Name] 

--- 

**Dear [Approver's Name],** 

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

for [brief description of the project/document].  

**Details of the Request:** 

- **Project/Document Name:** [Insert Name]  

- **Objective:** [Briefly describe the purpose and goals]  

- **Deadline for Approval:** [Insert Date]  

**Attachments:**  

1. [Attachment 1 Name]  

2. [Attachment 2 Name] 

I believe this project will [briefly explain the expected outcome or 

benefit]. Please review the attached documents at your earliest 

convenience. 

Thank you for your attention to this matter. I look forward to your 

approval. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Your Company] 


