
Subject: Approval Request for [Item/Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek your approval 

for [brief description of the item/project].  

Details: 

- **Item/Project Name**: [Name] 

- **Purpose**: [Purpose of the item/project] 

- **Timeline**: [Start and end dates] 

- **Budget**: [Estimated cost or resources needed] 

I have attached all relevant documentation for your review. Please let me 

know if you need any additional information or clarification.  

I look forward to your approval. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Contact Information]  

--- 

Subject: Approval Confirmation for [Item/Project Name] 

Dear [Recipient's Name], 

I am pleased to inform you that your request for approval regarding 

[Item/Project Name] has been successfully approved. 

Details: 

- **Approved Item/Project Name**: [Name] 

- **Reference ID**: [ID number if applicable] 

- **Next Steps**: [Outline the subsequent steps] 

Thank you for your efforts in preparing this request. Should you have any 

questions, feel free to reach out. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Contact Information] 


