
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Designation]  

[KDMC Office or Department Name]  

[Office Address]  

[City, State, Zip Code]  

Subject: Request for Approval  

Dear [Recipient Name],  

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

approval for [briefly describe the purpose or subject of the approval, 

e.g., a project, funding, permission, etc.].  

[Provide additional details and reasons supporting your request. Mention 

any relevant background information, deadlines, or important 

considerations that may influence the decision.]  

I believe that [explain the significance of the request, potential 

benefits, or impacts, and why approval is necessary].  

I kindly request your favorable consideration of this proposal. I am 

happy to provide any further information or meet to discuss this in 

detail if required.  

Thank you for your time and consideration.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position or Title (if applicable)]  

[Your Organization (if applicable)] 


