
[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],  

Subject: Approval for HWA  

I am pleased to inform you that your request for [specific details about 

the HWA] has been reviewed and approved. After careful consideration, we 

believe that this initiative will contribute significantly to [briefly 

state the goals or benefits of the HWA].  

The approved HWA will include the following key provisions:  

- [Provision 1]  

- [Provision 2]  

- [Provision 3]  

Please ensure that all necessary protocols are followed and the timeline 

for implementation is adhered to. If you have any questions or require 

further clarification, do not hesitate to reach out to me directly.  

Thank you for your dedication and commitment to [relevant project or 

initiative].  

Best regards,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Position] 


