
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Subject: Request for DXY Approval  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request the approval of the DXY for [specific 

project or purpose]. This project is expected to [briefly outline the 

goals and benefits of the project], and I believe it aligns with our 

strategic objectives.  

Attached to this letter are the necessary documentation and detailed 

proposal which highlight [mention key points of interest].  

I kindly ask you to review the attached materials at your earliest 

convenience. Please let me know if any further information is needed for 

the approval process.  

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

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization Name] 


