
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for FPA Approval  

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

approval for [briefly describe the project or initiative requiring FPA 

approval].  

Our project aims to [explain the purpose or objective of the project], 

which we believe will [mention anticipated benefits or outcomes]. The 

specific details of the project are as follows:  

- **Project Title:** [Project Title]  

- **Project Description:** [Brief description of the project]  

- **Timeline:** [Proposed timeline for the project]  

- **Budget:** [Estimated budget, if applicable]  

- **Key Stakeholders:** [List of key stakeholders involved]  

We have conducted a thorough analysis and believe that moving forward 

with this project aligns with [mention any relevant organizational goals 

or values].  

I kindly request your approval to proceed with the required steps to 

implement this project. Should you need any more information or 

clarification, please feel free to reach out.  

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

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Position]  

[Your Company/Organization] 


