
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Approval of [Specify what is being approved]  

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

request] has been approved. After careful consideration and review, we 

have determined that [briefly summarize the reasons for approval].  

As per our discussion on [include any relevant dates or meetings], the 

following conditions apply:  

1. [Condition One]  

2. [Condition Two]  

3. [Condition Three]  

Please ensure that all necessary procedures are followed to implement 

this approval. We expect to see progress by [expected timeline or 

deadline], and we will conduct a follow-up review on [date of follow-up 

review].  

Should you have any questions or require further clarification, do not 

hesitate to reach out to me directly.  

Thank you for your attention to this matter. We look forward to your 

continued cooperation.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Position] 


