[Your Name]

[Your Position]

[Your Company/Organization]
[Your Email Address]

[Your Phone Number]
[
[
[
[

Recipient Name]

Recipient Position]

Recipient Company/Organization]

[Recipient Email Address]

Subject: Request for BQ Approval

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request
approval for [briefly describe the purpose of the BQ, e.g., "the budget
proposal for the upcoming project"].

Details of the Request:

- **Project Name:** [Project Name]

- **Budget Requested:** [Amount]

- **Project Timeline:** [Start Date - End Date]

- **Justification:** [Provide a brief explanation of why this BQ is
necessary and its expected impact].

I have attached the necessary documentation for your review, including
[list any attached documents, e.g., "budget breakdown, project timeline,
etc."].

Your approval is crucial for us to move forward with [mention next steps
or project goals]. I appreciate your consideration and look forward to
your positive response.

Thank you for your attention to this matter.

Best regards,

[Your Name]

[Your Position]

[Your Company/Organization]



