
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

approval for the Financial Planning and Analysis (FPA) for [brief 

description of the project or purpose].  

The objectives of this proposal are as follows:  

1. [Objective 1]  

2. [Objective 2]  

3. [Objective 3]  

The estimated budget for this initiative is [amount], and we believe that 

with your approval, we can achieve significant [mention expected 

outcomes].  

I have attached all relevant documents, including the detailed budget and 

projected timeline, for your review.  

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

response.  

Best regards,  

[Your Name]  

[Your Position] 


