
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Approval Letter for [Project/Request Name]  

I am pleased to inform you that your request for [briefly describe the 

project or request] has been approved. After thorough review, we believe 

that this initiative aligns with our goals and will positively contribute 

to [mention any relevant context or objectives].  

Details of the approval are as follows:  

- Project/Request Name: [Project/Request Name]  

- Approval Date: [Date]  

- Effective Period: [Start Date] to [End Date or Ongoing]  

- Conditions: [Any specific terms or conditions attached to the approval]  

Please ensure that you adhere to the conditions outlined above and keep 

us updated on the progress of the project. Should you have any questions 

or require further information, feel free to contact me directly.  

Congratulations on this approval, and we look forward to seeing the 

positive outcomes of your efforts.  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company/Organization] 


