
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for BQ Approval  

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

approval for the [specific project/initiative] that requires BQ 

authorization.  

**Project Overview:**  

Provide a brief description of the project, its objectives, and the 

expected outcomes.  

**Justification:**  

Outline the reasons for the approval, including the benefits it will 

bring to the organization or stakeholders.  

**Budget and Resources:**  

Include a summary of the proposed budget and any resources needed for 

implementation.  

**Timeline:**  

Present a clear timeline for the project, including key milestones and 

deadlines.  

I believe that this project aligns with our strategic goals and will 

contribute significantly to [specific goals]. I am looking forward to 

your favorable response and am available to discuss this further at your 

convenience.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


