
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

Subject: CC Request for Approval  

Dear [Recipient Name],  

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

approval for [specific details about the request].  

[Provide a brief description of what you are requesting, including any 

relevant details or context.]  

I believe that [explain why the request is important and how it aligns 

with company goals or needs].  

Please let me know if you need any additional information or if there are 

any forms I need to complete as part of this request.  

Thank you for considering my request. I look forward to your prompt 

response.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


