
[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company Name]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

approval for the [specific project/initiative] under the LWC (Learn, 

Work, and Contribute) program.  

**Project Overview:**  

- Description: [Briefly describe the project or initiative]  

- Purpose: [Explain the main goals and objectives]  

- Benefits: [Highlight the benefits and impact of the project]  

**Timeline:**  

- Start Date: [Proposed start date]  

- End Date: [Proposed end date]  

**Budget:**  

- Total Estimated Costs: [Provide a breakdown of costs, if applicable]  

Your support in approving this request will significantly contribute to 

the success of [mention any relevant stakeholders or teams involved]. I 

appreciate your consideration and look forward to your positive response.  

Thank you for your time and support.  

Sincerely,  

[Your Name]  

[Your Position] 


