
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Approval Request for [BQ Details or Project Name]  

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

approval for [briefly describe the purpose of the BQ, e.g., a proposed 

project, budget, or initiative].  

As you are aware, [provide a brief context or background information 

related to the BQ]. The successful implementation of this 

[project/initiative] is crucial for [mention any benefits or objectives].  

The key details of the [BQ/project] are as follows:  

- **Objective**: [State the primary goal]  

- **Budget**: [Mention the budgetary requirements]  

- **Timeline**: [Outline the expected timeline]  

- **Benefits**: [List the anticipated benefits]  

I have attached [any relevant documents, spreadsheets, or presentations] 

for your review. I believe that with your support, we can move forward 

and achieve [mention the intended outcomes].  

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

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company]  

[Attachments: if any] 


