
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: Approval of [Project/Request/Proposal Name] 

We are pleased to inform you that your [project/request/proposal] 

submitted on [submission date] has been reviewed and approved. We 

appreciate the effort and dedication you have shown in your application. 

Details of the approval are as follows: 

- **Project/Request Name**: [Project/Request/Proposal Name] 

- **Approval Date**: [Date] 

- **Approval Duration**: [Duration or Timeline] 

- **Conditions of Approval**: [Any specific conditions or requirements, 

if applicable] 

Please proceed with the next steps as outlined in your proposal. We trust 

that you will adhere to the agreed-upon terms and timelines. Should you 

have any questions regarding this approval, please feel free to reach 

out. 

Thank you for your commitment to excellence, and we look forward to 

seeing the successful implementation of your 

[project/request/initiative]. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Contact Information]  

[Optional: Enclosure or Attachment details] 


