
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for HWA Approval  

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

approval for [briefly describe the project or purpose requiring 

approval].  

[Provide specific details regarding the request, including any relevant 

background information, objectives, and anticipated benefits. If 

applicable, mention any previous discussions or correspondence related to 

this request.]  

I believe that this initiative aligns with [mention company values, 

goals, or any relevant guidelines]. Please find attached any supporting 

documents that may assist in the review process.  

I appreciate your attention to this matter and look forward to your 

favorable response. Should you require any additional information, feel 

free to contact me at your convenience.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Company/Organization, if applicable] 


