
[Your Name]  

[Your Job Title]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for FPA Approval  

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

approval for the Financial Planning Approval (FPA) regarding [brief 

description of the project or initiative].  

[Provide a brief overview of the project, its objectives, and its 

importance. Include relevant details such as timelines, projected 

outcomes, and any potential benefits to the organization.]  

We believe that obtaining FPA for this initiative is crucial for [explain 

why the FPA is needed, outlining any relevant regulations or internal 

policies].  

We have thoroughly researched and prepared all necessary documentation 

required for the approval process, and we are confident that this 

initiative aligns with our strategic goals. [If applicable, mention any 

support from other departments or stakeholders.]  

Thank you for considering this request. We are looking forward to your 

prompt approval to proceed. Should you require any further information or 

clarification, please feel free to reach out to me directly at [your 

contact number] or [email address].  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company] 


