
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization/Company Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for HWA Approval  

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

approval for [brief description of the project or initiative requiring 

HWA approval].  

The purpose of this initiative is to [explain the objectives and 

importance of the project]. We believe that this project will [mention 

the expected outcomes and benefits].  

To provide further details, enclosed are [mention any attached documents 

such as project plans, budget estimates, etc.]. I am confident that this 

initiative aligns with our goals and values.  

I kindly ask for your favorable consideration of my request for HWA 

approval. Please feel free to contact me at [your phone number] or [your 

email] if you have any questions or need additional information.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization/Company Name] 


