
[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 Approval of GQ  

I hope this message finds you well. I am writing to seek your approval 

for the GQ [specific project, initiative, or request] that we have been 

discussing.  

[Briefly describe the purpose and importance of the GQ, highlighting key 

points and benefits].  

To ensure a smooth process, I have outlined the proposed next steps and 

timeline below:  

1. [Step 1]  

2. [Step 2]  

3. [Step 3]  

I believe that with your approval, we can move forward effectively and 

achieve our desired outcomes. Please feel free to reach out with any 

questions or for further details.  

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

response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


