
[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code]  

Subject: CC Request for Contract Approval  

Dear [Recipient Name],  

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

for the following contract:  

**Contract Title:** [Title of the Contract]  

**Parties Involved:** [Name of the Parties]  

**Contract Amount:** [Amount]  

**Start Date:** [Start Date]  

**End Date:** [End Date]  

**Contract Purpose:** [Brief Description of the Contract Purpose]  

Attached to this email, you will find the detailed contract along with 

any relevant documents for your review. Your prompt attention to this 

matter will be greatly appreciated, as it will assist us in moving 

forward effectively.  

Please let me know if you require any further information or 

clarification regarding this contract.  

Thank you for your consideration.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information]  

**CC:** [Other Relevant Parties] 


