
[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: Request for Approval of [Brief Description of the Request]  

I hope this message finds you well. I am writing to formally request your 

approval for [specific request or project name], which is aimed at 

[briefly explain the purpose and benefit of the request].  

Details of the request include:  

- **Objective**: [Explain the main goal]  

- **Timeline**: [Provide estimated start and end dates]  

- **Budget**: [Outline the financial implications]  

- **Expected Outcomes**: [List the potential benefits and impacts]  

I believe that with your approval, we can [explain how this will benefit 

the organization or stakeholders]. I am happy to provide any further 

information or discuss this request in detail at your convenience.  

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

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Job Title] 


